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Summary. This regulation establishes the poli-
cies and procedures for, and the use of, the
Chaplain Recruiter Production Management
System.

Applicability. This regulation is applicable to all
chaplain recruiters.

Impact on New Manning System.  This regula-
tion does not contain information that affects the

New Manning System.

Supplementation. Supplementation of this
regulation is prohibited.

Suggested Improvements. The proponent
agency of this regulation is the Office of the
Director of Recruiting Operations. Users are in-
vited to send comments and suggested improve-
ments on DA Form 2028 (Recommended

Changes to Publications and Blank Forms) di-
rectly to HQ USAREC (RCRO-PP), Fort Knox,
KY 40121-2726.

Distribution.  Distribution of this regulation has
been made in accordance with USAREC Pam
25-30, distribution C. This regulation is publish-
ed in the Recruiting Brigade and Battalion Op-
erations UPDATE.

Contents (Listed by paragraph number)

Chapter 1
Introduction

Section |

General

Purpose e 1-1

References o 1-2

Explanation of abbreviations and terms e 1-3

Section Il

Concept

Mission e 1-4

Production management e 1-5

Chapter 2

Mission Planning

Mission e 2-1

Time management e 2-2

CR performance review e 2-3
Mission planning e 2-4
Administration and logistics e 2-5

Chapter 3
Lead Generation and Prospecting

Section |
General
Purpose e 3-1

Section Il

Policies

CR market area o 3-2
Work ethic e 3-3

Section Il

Lead Generation
General o 3-4
Lead sources e 3-5

Section IV
Prospecting
Categories o 3-6

Section V

Prospecting in Graduate Schools
Graduate school prioritization policy e 3-7
Chaplain general LRL o 3-8
Abbreviations used to update LRL e 3-9

Section VI

Scheduling Appointments
Documentation e 3-10

Prospect data record file system e 3-11

Chapter 4
Selling

Section |
General
Purpose e 4-1
Policies e 4-2

Section Il

The Sales Interview

Required CR skills o 4-3

Applicant commitment to processing e 4-4
Referrals o 4-5

Chapter 5
Processing

Section |

General
Purpose e 5-1

Section Il
Processing of Individuals for Chaplaincy
Procedures e 5-2

Section Il

Processing Phase

Medical processing e 5-3

Chaplain interview process e 5-4
CH/CC application processing e 5-5
Waiver processing e 5-6

Mission credit e 5-7

CH/CC selection or nonselection e 5-8

Chapter 6
Maintenance of Board Selected CH/CC

Section |
General
Purpose e 6-1

Section Il

Policies

Followup, contact, and mentor program e 6-2
CH/CC referrals e 6-3

Loss management e 6-4

Chapter 7
Command and Management

Section |

General

Command functions e 7-1
CR and supervisor PR e 7-2

UPDATE ¢ USAREC Reg 350-12



Selection, training, and integration e 7-3
Supervision e 7-4

Section Il

Management Functions
Administration e 7-5

Security o 7-6

Chaplain recruiting operations e 7-7
Logistics e 7-8

Appendixes

OTMmMmoOOw>

. References

. Planning Guide

. Chaplaincy Prospect Data Record

. Lead Refinement List

. Chaplaincy Processing List
Effective School Program

. Chaplain Mentor Program

Glossary

Figures

1-1.

3-1.
5-1.

5-2.
5-3.
5-4.

5-5.

Chaplain recruiting process

Sample chaplain management binder
Sample memorandum for medical exami-
nation

Sample of a completed USAREC Fm 1164
Sample of a completed DA Form 61
Sample application letter for chaplain can-
didate

Sample application letter for chaplain

. Sample of a completed SF 86

. Sample of a completed USAREC Fm 1163
. Sample request for moral waiver

. Sample of a completed USAREC Fm 200-7
. Sample of a completed USAREC Fm 539-A
. Sample of a completed USAREC Fm 533-C
. Sample of a completed USAREC Fm 1161
. Sample of a completed USAREC Fm 1162
G-2.

Sample MOU for Chaplain Mentor Program

UPDATE ¢ USAREC Reg 350-12



Chapter 1
Introduction

Section |
General

1-1. Purpose

This regulation establishes the policies and pro-
cedures for, and the use of, the Chaplain Re-
cruiter Production Management System.

1-2. References
Required and related publications and blank
forms are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in this
regulation are explained in the glossary.

Section Il
Concept

PLANNING

PROSPECTING

SELLING

PROCESSING

MAINTENANCE

1-4. Mission

a. Chaplain recruiters (CR) are responsible
for prospecting and processing qualified indi-
viduals into the United States Army Reserve
(USAR) Chaplain Program. This is in support of
the annual missions of the recruiting brigades
(Rctg Bdes) and the overall needs of the USAR.

b. The annual mission is developed by Pro-
gram Analysis and Evaluation Directorate as out-
lined in USAREC Reg 601-73. Program Analy-
sis and Evaluation Directorate is responsible for
receipt of all chaplain missions from Headquar-
ters, Department of the Army (HQDA) and issu-
ance to subordinate units. Recruiting Opera-
tions Directorate is responsible for managing the
execution of the mission. Program Analysis and
Evaluation Directorate’s mission is based on the
chaplain market; the number of ordained clergy
and the number of candidates (Master of Divinity
students) by faith group in each Rctg Bde's area.
USAR chaplains are recruited into the Individual

e DAILY WORK PLAN

o CONFERENCE
SCHEDULES

o PLANNING GUIDE

e SCHOOL VISITS

e CLERGY VISITS

e FAITH GROUP
CONFERENCES

e TELEPHONE

e LEADS LIST

o REFERRALS

o PRESENTATIONS
e SALES INTERVIEWS

¢ PACKET
PREPARATION

e PHYSICAL
EXAMINATION

¢ WAIVER REQUESTS
AND MONITORING

e ORIENTATION
¢ MENTOR PROGRAM

Figure 1-1. Chaplain recruiting process
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Ready Reserve; therefore, Program Analysis
and Evaluation Directorate does not consider
troop program unit (TPU) vacancies in its mis-
sioning process.

1-5. Production management

Production management techniques described
in this regulation are structured to conform with
the steps of the chaplain recruiting process as
shown in figure 1-1.

a. Specific techniques used by CR to docu-
ment and control production are presented chro-
nologically, as they would appear in the recruiting
process.

b. Use of the production management forms
and techniques described within this regulation
are mandatory unless specifically excluded.
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Chapter 2
Mission Planning

2-1. Mission
The CR is responsible for:

a. Accomplishing assigned quarterly mission
by developing interest among qualified members
of the clergy and graduate students, considered
part of this market. The CR will assist these
members in processing for appointment and re-
inforcing their commitment to the program.

b. Promoting the Army image in the commu-
nities within their assigned Rctg Bdes.

c. Developing and sustaining a high level of
professional sales proficiency.

d. Developing and sustaining a positive work-
ing relationship with graduate school faculties
and Army chaplains in their assigned recruiting
zone and the ecclesiastical endorsing agents.

2-2. Time management

a. Time management is essential for suc-
cessful completion of all assigned tasks and to
ensure mission accomplishment.

b. Proper time management ensures that suf-
ficient time is dedicated to the critical mission
tasks of lead generation and prospecting. Most
remaining CR functions represent chain of com-
mand, system, or applicant-imposed reductions
of a CR’s available time. It is essential that CR
discipline themselves to plan and record all
known future events that will consume time in
their planning guide (see app B) and ensure that
remaining time is properly managed to maximize
lead generation and prospecting activities.

2-3. CR performance review
Performance review (PR) is the process CR and
their supervisors use to consistently evaluate
prospecting and processing activities. To ensure
effective utilization of the Production Manage-
ment System, CR should have their planning
guide and be prepared to discuss the following
during each PR:

a. USAREC Fm 200-7 (Chaplaincy Prospect
Data Record) file (see app C).

b. USAREC Fm 539-A (Lead Refinement List
(Continued)) (see app D).

¢. USAREC Fm 533-C (Chaplaincy Process-
ing List) (see app E).

d. USAREC Fm 1161 (Chaplain Graduate
School Data Sheet) (see para 3-7b(2) and fig
F-1).

2-4. Mission planning

CR prospecting activities are directed by their
supervisor based upon the market within as-
signed Rctg Bde and mission requirements.

2-5. Administration and logistics

CR are required to perform certain administrative
and logistical duties related to the achievement
of the assighed mission and directed by the chain
of command.

Chapter 3
4

Lead Generation and Prospecting

Section |
General

3-1. Purpose

This chapter contains policies and guidance con-
cerning prospecting, lead generation, and man-
agement.

a. Lead generation is comprised of those ac-
tivities designed to obtain the name with address
and/or telephone number of individuals with
whom an appointment for a sales interview may
be made.

b. Prospecting is the action taken to contact
those persons identified as leads for the purpose
of conducting a sales interview. This activity may
be accomplished telephonically or face-to-face.

Section Il
Policies

3-2. CR market area

CR are assigned a specific recruiting market
area for development of centers of influence
(COl), very important persons (VIP), a partner-
ship with key personnel in graduate schools, a
relationship with ecclesiastical endorsing
agents, posting recruiting publicity items at
graduate schools, and cultivating positive com-
munity relations. CR will actively prospect only
within their market area, with the exception of
national faith group conferences that are ap-
proved and coordinated by Headquarters, United
States Army Recruiting Command (HQ
USAREC). When contact is initiated with appli-
cants living outside a CR’s area, the CR will
continue rapport while processing responsibility
is requested in accordance with USAREC Reg
600-22.

3-3. Work ethic

CR will ensure lead generation and prospecting
activities are sufficient to meet or exceed mission
requirements.

Section Ill
Lead Generation

3-4. General

Prospecting efforts using a variety of lead
sources are required to ensure total market
penetration and give maximum opportunity to
contribute to mission success. (All leads that
become prospects are recorded on USAREC Fm
539-A.) (See fig D-1.)

3-5. Lead sources

a. Lead sources include, but are not limited
to:

(1) TPU referrals from unit members.

(2) COIl and VIP referrals (i.e., grad school
professors, local Army chaplains, and commu-
nity leaders).

(3) Applicant referrals.

(4) Enlisted recruiters from all components.
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(5) Total Army Involvement in Recruiting and
special events (see USAREC Reg 601-85).

(6) USAR Recruiting Active Duty for Special
Work (ADSW) Program, subject to funding avail-
ability.

(7) Leads provided by the Advertising and
Public Affairs Directorate, HQ USAREC, to chap-
lain branch from advertising.

(8) Referrals from prospects, applicants, and
current and former chaplains.

(9) Graduate schools. Student directories,
alumni lists, and school presentations approved
by these schools.

b. Blueprinting all leads is essential in estab-
lishing priority of contact to ensure efficient use
of prospecting time. Consideration should be
given to faith groups, educators, and the like.
Understanding the needs and interests of the
various faith groups will assist in blueprinting as
well as effectively establishing rapport upon con-
tact.

Section IV
Prospecting

3-6. Categories

a. Prospecting is broken down into two gen-
eral categories:

(1) Telephone prospecting. Conduct tele-
phone prospecting to complement other
prospecting efforts. CR should direct telephone
prospecting toward mission accomplishment,
unless directed otherwise by their supervisor.

(2) Face-to-face prospecting. Any activity that
provides face-to-face contact with a possible
applicant for the purpose of obtaining appoint-
ments is considered face-to-face prospecting.
Activities must be planned in advance to identify
locations where prospects are most likely to be
located (e.g., graduate schools, ministerial asso-
ciations, faith group conferences, or any other
place where prospects may gather).

b. Blueprinting leads using any means possi-
ble is encouraged to ensure the time spent by a
CR prospecting is both efficient and effective.

Section V
Prospecting in Graduate Schools

3-7. Graduate school prioritization policy

a. CR will categorize their graduate schools
into priorities based on mission, faith groups,
past success, and geographical location:

(1) Priority A: Roman Catholic.

(2) Priority B: All others that are historically
productive.

(3) Priority C: All others that are not histori-
cally productive.

b. CR will implement the Graduate School
Recruiting Program by accomplishing the follow-
ing:

(1) At a minimum, visit each graduate school
as required by the following:

(a) Priority A: Visit each graduate school a
minimum of once per school year (SY) as permit-
ted by school policy.



(b) Priority B: Visit each graduate school a
minimum of once every 36 months as permitted
by school policy.

(c) Priority C: Visits to these schools will be
on an as needed basis as determined by the CR
and local leadership.

(2) Complete a USAREC Fm 1161 (see fig
F-1) on all schools.

(3) Document each scheduled visit and/or
presentation in the planning guide upon initial
scheduling.

(4) Document availability and use of chaplain
mentors, see figure G-1, USAREC Fm 1162
(Chaplain Mentor Roster). Although not all
areas have a chaplain mentor, those that do
provide an additional resource to help maintain
the chaplain and chaplain candidates (CH/CC)
commitment and could also prove to be an ex-
cellent COI.

c. CRwill:

(1) Be responsible for the recruiting activities
in their assigned graduate schools.

(2) Be responsible for prescreening when-
ever possible to further refine the market.

(3) Be responsible for the coordination and
scheduling of graduate school presentations.

(4) Be present during graduate school special
events in their assigned area whenever possible.

(5) Observe and abide by all graduate school
mandated restrictions.

(6) Report to chain of command those gradu-
ate schools that are less than cooperative. Pro-
vide sufficient information to support chain of

command assistance.

(7) Request student directories and alumni
lists.

d. A successful Graduate School Recruiting
Program should be tailored to meet the graduate
school’s needs as well as the assigned recruiting
objective.

3-8. Chaplain general lead refinement list

a. Post leads from all sources (e.g., graduate
school lists, alumni lists, referrals, visits, group
presentations, walk-ins, call-ins, etc.,) to a gen-
eral lead refinement list (LRL) as they become
prospects.

b. Each CR will maintain a general LRL.

3-9. Abbreviations used to update LRL
See appendix D for codes used to update
USAREC Fm 539-A.

Section VI
Scheduling Appointments

3-10. Documentation

Conduct or make an appointment for a sales
interview following successful prospecting effort.
If an in-person interview, attempt to schedule and
confirm within 7 days of the prospect's agree-
ment to the interview. These appointments
should be reconfirmed 1 day prior to the sched-
uled appointment. Accomplish the following
administrative actions after an appointment is
made:

a. Initiate USAREC Fm 200-7 immediately
upon the prospect’s agreement to an appoint-
ment (see app C).

b. Enter the appointment in the planning
guide (see app B).

c. Document the LRL (see app D) with the
code 200. In the case of a new lead, add the
prospect’s name to the general LRL before cod-
ing.

3-11. Prospect data record file system

The prospect data record (PDR) file system is
part of the chaplain recruiting management
binder. CR will ensure PDR are filed in accord-
ance with figure 3-1, which outlines the organi-
zation of the CR’s management binder. The
PDR filing system in the management binder will
be used the same way as the enlisted recruiter's
PDR filing system as described in USAREC Reg
350-6 with the following exception: The final
decision to terminate CR followup for a given
prospect or applicant rests with the CR. When
this decision is made, the PDR is removed from
the PDR filing system and placed in a centralized
alphabetical PDR filing system. The terminated
PDR will be maintained in the alphabetical file by
the CR for a minimum of 24 months. Once termi-
nated, the LRL entry will be updated with the
reason for termination.

1. Chaplaincy PDR Locator File _>
2. Chaplaincy PDR Daily Suspense File
3. Chaplaincy PDR Monthly Suspense File

4. Chaplaincy Processing List -
(USAREC Fm 533-C)

5. Chaplain Graduate School Data Sheet
(USAREC Fm 1161)

6. Chaplain Mentor Roster >
(USAREC Fm 1162)

Figure 3-1. Chaplain management binder
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Chapter 4
Selling

Section |
General

4-1. Purpose

This chapter contains policies and guidance con-
cerning the conduct of the sales interview.
USAREC Pam 350-7 provides guidelines and
techniques for conducting sales interviews.

4-2. Policies

a. CR must be knowledgeable and able to
conduct sales interviews using the Chaplain Re-
cruiting Sales Book.

b. CR will annotate USAREC Fm 200-7 with
all activities pertaining to the prospect and any
information as it is received from the prospect
(see app C). Inform the prospect of the privacy
act statement prior to asking them for information
to be recorded on the USAREC Fm 200-7.

Section Il
The Sales Interview

4-3. Required CR skills

During the sales interview the CR must be able
to:

. Establish rapport and credibility.

. Determine goals, needs, and interests.

. Determine qualifications.

. Present features and benefits.

. Close and handle objections.

T OO0 o

4-4. Applicant commitment to processing

CR will strive to obtain a commitment to apply for
candidacy and/or chaplaincy from every qualified
prospect interviewed. Once a commitment is
made, the CR will assist the applicant in sched-
uling the physical, preparing required documen-
tation, and briefing the applicant on what can be
expected.

4-5. Referrals
CR will ask for referrals from each prospect upon
conclusion of the sales interview.

Chapter 5
Processing

Section |
General

5-1. Purpose
This chapter provides policies and guidance as
it applies to processing applicants for CH/CC.

Section |l
Processing of Individuals for Chaplaincy

5-2. Procedures

a. In cooperation with local recruiting stations,
schedule and record the preappointment physi-
cal examination date on USAREC Fm 200-7, in
the planning guide, and on USAREC Fm 533-C.

6

When projecting CH/CC applicants for Military
Entrance Processing Station (MEPS) process-
ing, all local MEPS policies will be followed.

b. Provide the applicant with a USAR CH/CC
application worksheet with instructions.

c. Following completion of the application
worksheet, the CH/CC applicant will forward the
worksheet back to their CR. The CR will com-
plete the application packet and return it to the
applicant for signatures. Once signed, the appli-
cant will forward the completed application
packet to HQ USAREC for a quality control (QC)
check.

Section Ill
Processing Phase

5-3. Medical processing

All applicants, with the exception of currently
commissioned officers, must meet preappoint-
ment medical fitness standards as prescribed in
AR 40-501, chapter 2. Currently commissioned
officers must meet retention medical fitness
standards in AR 40-501, chapter 3. Both of
these physical examinations require Human Im-
munodeficiency Virus (HIV) and drug and alcohol
test (DAT). This physical can be conducted at
any MEPS. An exception to policy may be
granted by the Chaplain Branch at HQ USAREC
for physicals completed at a military hospital or
USAR medical units. In all cases the physical
must have been completed within 24 months of
the selection board. It is the CR'’s responsibility
to ensure that applicants are prepared to further
process following their successful physical.

a. By using DD Form 2246 (Applicant Medical
Prescreening Form), the CR may determine that
additional medical documentation is required.
Obtain the medical documents and forward in
accordance with the policy of the organization
conducting the physical, prior to the applicant’s
arrival. Provide applicant with the Memorandum
of Instruction for the servicing MEPS prior to the
physical examination (fig 5-1). If an applicant is
found to be disqualified at MEPS, medical docu-
ments should be forwarded to HQ USAREC for
medical waiver consideration. The United States
Army Recruiting Command (USAREC) Surgeon
has final decision authority.

b. The CR will ensure permanently disquali-
fied applicants understand the reason(s) for their
disqualification(s). Ensure applicants with a tem-
porary disqualification understand the reason(s),
S0 possible corrective action can be taken.

5-4. Chaplain interview process

a. An application interview is required on all
Army chaplain applicants. It is not required for
chaplain candidate applicants. This interview
must be done in accordance with AR 165-1,
paragraph 6-2.

b. After a chaplain applicant has been medi-
cally qualified, the CR will notify HQ USAREC,
Chaplain Recruiting Branch. The Chaplain Re-
cruiting Branch will be responsible for contacting
the applicant and identifying a senior Army chap-
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lain to conduct the application interview.

c. Upon completion of the application inter-
view, the interviewer will forward the interview in
the proper format (see AR 165-1) to the Chaplain
Recruiting Branch. The branch will notify the CR
when the interview has been received.

5-5. CH/CC application processing

a. The application packet includes:

(1) USAREC Fm 1164 (U.S. Army Reserve
Chaplain and Chaplain Candidate Application
Document Checklist) (see fig 5-2).

(2) DA Form 61 (Application for Appointment)
(see fig 5-3).

(3) Application letter for chaplain candidate
(see fig 5-4) or application letter for chaplain (see
fig 5-5).

(4) SF 86 (Questionnaire for National Secu-
rity Positions) (see fig 5-6).

(5) USAREC Fm 1163 (Verification of Natu-
ralization or Residency Status) (see fig 5-7).

(6) Request for moral waiver (see fig 5-8).

b. The CR is responsible to ensure the appli-
cation is accurate and complete in accordance
with this regulation, the sample packet (see fig
5-2 through fig 5-7), and AR 135-100 prior to QC
review by HQ USAREC. HQ USAREC, Recruit-
ing Operations Directorate, Special Missions Di-
vision, Chaplain Recruiting Branch, will QC each
complete packet within 3 working days of receipt.

c. Post USAREC Fm 533-C with application
submission date.

d. The Chaplain Recruiting Branch, Special
Missions Division, Recruiting Operations Direc-
torate, will make every effort to correct applica-
tions. Appointment applications that are re-
turned for administrative errors or those applica-
tions missing one or more required enclosures
will be corrected by the CR prior to being for-
warded back to HQ USAREC. Those applica-
tions that are still incomplete or inaccurate will be
returned through the chain of command.

e. All information regarding status on
processing of applications can be found on
USAREC Fm 533-C.

5-6. Waiver processing

Waivers can be divided into five categories. The
type of waiver determines the processing proce-
dures. The categories are moral (see AR 135-
100, para 1-7b); medical (see AR 40-501, chaps
2 and 3); reentry eligibility (RE) code (see AR
601-210, paras 3-22 through 3-26); age (see AR
135-100, table 1-1 and this regulation, d below);
and Department of the Army (DA) policy (see
current policy messages). Following are the pro-
cedures to be used by category:

a. Moral. Once the CR has determined that
the applicant requires a moral waiver, all
processing must stop. The CR will direct the
applicant to their ecclesiastical endorsing agent.
The endorsing agent should contact the Chief of
Chaplains (CCH), Director of Personnel, and
request consideration of a waiver for the particu-
lar law violation. No applications will be consid-
ered by the CCH unless the CR and applicant



follow this process.

(1) Upon natification from the Director of Per-
sonnel that a waiver will be considered, the
USAREC Chaplain Recruiting Branch will inform
the CR, who will resume processing. The appli-
cant will prepare a memorandum (see fig 5-8)
and include it with the application that is for-
warded to the Chaplain Recruiting Branch.

(2) Upon receipt of the completed application,
the Chaplain Recruiting Branch will prepare a
memorandum with a recommendation and any
other pertinent information that may assist the
approving authority.

(3) The entire application with memorandums
will be sent to CCH, Personnel Directorate, Ac-
cessioning Branch, for review and processing.

b. Medical. If the applicant is medically dis-
qualified, the CR will ensure the examining facil-
ity forwards the original SF 88 (Report of Medical
Examination) and SF 93 (Report of Medical His-
tory) with supporting documentation to HQ
USAREC, Chaplain Recruiting Branch.

(1) The Chaplain Recruiting Branch will follow
the procedures established by the USAREC Sur-
geon for requesting a medical waiver.

(2) After receiving the final disposition from
the Command Surgeon, the Chaplain Recruiting
Branch will inform the CR. If the surgeon grants
the medical waiver, the applicant is qualified for
continued processing and the CR will continue
working with the applicant to complete the appli-
cation. If the surgeon determines the applicant
is not qualified for military service, the CR will
inform the applicant within 5 working days of
being notified.

c. RE code. When the CR determines that

the prospect received an RE code requiring a

waiver (in accordance with AR 601-210) from
their last military service, the CR must stop all
processing. The procedures for a moral waiver
(see a above) will apply.

d. Age. AR 135-100, table 1-1, establishes
the age requirements for commissioning in the
Army chaplain branch; however, the CCH has
been given the approval authority for waiving
these requirements. Following are the estab-
lished policies determining which circumstances
a waiver will be considered and which will not.

(1) Chaplain candidates, if 34 or over:

(a) With prior military service and can com-
plete 20 years of service by their 60th birthday.
Waiver will be considered, eligible to process.

(b) With no prior military service, but can
complete 20 years of service by their 60th birth-
day or cannot complete 20 years of service by
their 60th birthday and be a member of a current
shortage group. The CR must stop processing
and contact HQ USAREC, Chaplain Recruiting
Branch, to inform them of the circumstances.
Chaplain Recruiting Branch will discuss with
CCH, Director of Personnel, who will determine
if a waiver will be considered. If a waiver will be
considered, the CR will resume processing; if a
waiver will not be considered, CR will notify
prospect within 5 working days of determination.

(c) Cannot complete 20 years by their 60th
birthday and not be a member of a shortage

group. No waiver will be considered, not eligible
to process.

(2) Chaplains, if 40 or over:

(a) With prior military service and can com-
plete 20 years in the USAR, with a minimum of
10 years as a commissioned officer. Waiver will
be considered, eligible to process.

(b) With no prior military service or with prior
service (PS) but cannot meet the requirement
above and is a member of the current shortage
group (applies only if 50 or over; otherwise eligi-
ble). The CR must stop processing and contact
HQ USAREC, Chaplain Recruiting Branch, to
inform them of the circumstances. Chaplain Re-
cruiting Branch will discuss with CCH, Director of
Personnel, who will determine if a waiver will be
considered. If a waiver will be considered, the
CR will resume processing; if a waiver will not be
considered, CR will notify prospect within 5 work-
ing days of determination.

(c) With no PS and not a member of a short-
age group or with PS and cannot meet the re-
quirements of (a) above. Waiver will not be con-
sidered, not eligible to process.

e. DA policy. DA and/or the CCH occasion-
ally will add certain requirements to individuals
who are applying for a commission as a CH/CC.
If the prospects do not meet the established
requirements as set in policy, they will need a
waiver. The CR must stop processing and con-
tact HQ USAREC, Chaplain Recruiting Branch,
to inform them of the circumstances. Chaplain
Recruiting Branch, will discuss with CCH, Direc-
tor of Personnel, who will determine if a waiver
will be considered. If a waiver will be considered,
the CR will resume processing; if a waiver will not
be considered, CR will notify prospect within 5
working days of determination.

5-7. Mission credit

Mission credit will be granted when the CCH
determines that an applicant is fully qualified and
the packet is board ready. The Chaplain Recruit-
ing Branch will notify the Rctg Bde of the CCH'’s
determination.

5-8. CH/CC selection or nonselection
The CR will be advised of applicant selection or
nonselection by HQ USAREC. The CR must
ensure the following actions are taken:

a. An entry of select or nonselect will be made
on USAREC Fm 200-7 and USAREC Fm 533-C.

b. Upon selection or nonselection by HQDA,
CCH, the CR will inform the CH/CC applicant of
their status within 5 working days. The CR may
assist the CH/CC in coordinating a formal com-
missioning ceremony.

c. Applicants selected will follow the instruc-
tions in the DA appointment letter from the United
States Total Army Personnel Command, Ap-
pointments Directorate.

d. The Chaplain Office, United States Army
Reserve Personnel Command (AR-PERSCOM),
will coordinate with the CH/CC to schedule
Chaplain Officer Basic Course (CHOBC).

UPDATE ¢ USAREC Reg 350-12

Chapter 6
Maintenance of Board Selected CH/CC

Section |
General

6-1. Purpose

This chapter provides policies and procedures
for maintenance of CH/CC pending appointment
or reappointment.

Section Il
Policies

6-2. Followup, contact, and mentor program
The CR will:

a. Make appropriate annotations on
USAREC Fm 533-C (see app E) upon notifica-
tion of selection.

b. Congratulate applicant within 5 working
days of selection board results release.

c. Initiate, plan, and conduct followups.

(1) Provide an orientation on the Chaplain
Mentor Program and a synopsis of what they
may expect during initial assignment. Answer
questions relating to pay and benefits. Provide a
summary of their responsibilities while awaiting
appointment (e.g., referrals, maintenance of
physical qualifications, and CR’s contact require-
ments).

(2) The CR will make contact with the newly
selected CH/CC a minimum of once every 4
weeks until appointed or reappointed. Record
results of the contact on USAREC Fm 200-7.
Verify basic qualifications during the followup,
ensure they maintain eligibility, and ask for refer-
rals.

d. Coordinate with United States Army Re-
serve Command Staff Chaplain or the supporting
Reserve Support Command to ensure that as
many CH/CC s possible are assigned a mentor
(see app G).

e. When a CR is reassigned, the replacement
will assume responsibility for those awaiting ap-
pointment. In those cases that the CR is reas-
signed prior to the arrival of their replacement,
HQ USAREC, Recruiting Operations Director-
ate, Special Missions Division, Chaplain Recruit-
ing Branch Chief, will assume responsibility until
the replacement arrives.

6-3. CH/CC referrals

a. CR will strive to ensure that every CH/CC
provides a referral prior to appointment.

b. ACHI/CC referral is defined as an individual
referred by a CH/CC who has agreed to an
appointment with a CR and for whom a USAREC
Fm 200-7 has been initiated.

¢. During followup, CR will ask CH/CC for the
name, address, and/or telephone number of in-
dividuals who may have an interest in the chap-
laincy.

d. Contact all referrals when obtained within
5 working days. Enter information on referrals
in the “Remarks” section of the appropriate
CH/CC’s USAREC Fm 200-7 in chronological
order. When referrals are selected, this will be
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recorded on the referring CH/CC’s USAREC Fm
200-7. In order to request the retirement point
incentive authorized by AR 140-185 for the
CH/CC making the referral, the CR will complete
a DA Form 1380 (Record of Individual Perform-
ance of Reserve Duty Training).

6-4. Loss management

a. Reporting. Report all circumstances indi-
cating the moral, physical, or administrative dis-
qualification to HQ USAREC, Recruiting Opera-
tions Directorate, Special Missions Division,
Chaplain Recruiting Branch, immediately.

b. Projection. CR will immediately report to
HQ USAREC, Recruiting Operations Director-
ate, Special Missions Division, Chaplain Recruit-
ing Branch noncommissioned officer in charge,
circumstances that may lead to immediate or
eventual loss of the CH/CC and post USAREC
Fm 200-X accordingly.

Chapter 7
Command and Management

Section |
General

7-1. Command functions

a. The Rctg Bde Operations Officer (S3), if
senior to the CR, is responsible for the supervi-
sion, training, and welfare of the CR. If the Rctg
Bde S3is not senior to the CR, then the Rctg Bde
commander will determine who will fulfill this
role.

b. The supervisor will receive command and
management directives from the brigade leader-
ship team. The unigueness of chaplain recruit-
ing necessitates close coordination and consult-
ation with HQ USAREC, Recruiting Operations
Directorate, Special Missions Division, Chaplain
Recruiting Branch. Although reports may be
received or furnished by various personnel as-
signed or attached to the Rctg Bde headquarters,
command and management functions will be
performed by the Rctg Bde S3.

7-2. CR and supervisor PR

PR between the CR and their supervisor is the
method used to establish command and control
of chaplain production. PR is required at a mini-
mum of once per week, and may be accom-
plished telephonically or in person. ltis the proc-
ess the S3 uses to continuously evaluate the
prospecting and processing activities of the CR.
A secondary purpose is to give guidance con-
cerning recruiting operations, administration,
and logistics support.

7-3. Selection, training, and integration

The selection of CR is the responsibility of the
CCH Office. The supervisor will ensure newly
assigned CR receive the prescribed initial train-
ing and are adequately sponsored. Initial training
of CR will be conducted by the Chaplain Recruit-
ing Branch of the Recruiting Operations Director-
ate, HQ USAREC. Time and place will be coor-
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dinated between Chaplain Branch and the Rctg
Bde. This training should be scheduled as far in
advance as possible.

7-4. Supervision

As the first-line supervisor, the Rctg Bde S3 will
function as the rater. The Chaplain Recruiting
Branch Chief will function as the intermediate
rater. The senior rater will be determined by the
Rctg Bde commander.

Section Il
Management Functions

7-5. Administration

The supervisor will ensure the CR has access to
the necessary automation assets and an ade-
quate supply of production-related materials.
The supervisor will properly maintain reference
files, functional files, and all forms and records
described within this regulation in the active files
for a period of 24 months, unless otherwise
stated.

7-6. Security
The supervisor of CR will ensure:

a. The CR will secure all Government-issued
equipment.

b. The CR is aware of actions to be taken in
the event of bomb threats, civil disturbances, or
terrorist situations.

7-7. Chaplain recruiting operations

The Rctg Bde S3 will file a USAREC Fm 533-C
in a three-ring binder to facilitate efficient review
and posting. Other essential administrative and
logistical documents may be included in the
binder for ready reference. Evaluate training
needs of assigned CR and ensure training needs
are met.

7-8. Logistics
The supervisor of CR will ensure:

a. The CR presents a professional appear-
ance.

b. All assigned property is properly invento-
ried and managed.

c. Personal telephone calls are not made at
Government expense.

UPDATE ¢ USAREC Reg 350-12



DEPARTMENT OF THE ARMY
HEADQUARTERS, UNITED STATES ARMY RECRUITING COMMAND
FORT KNOX, KENTUCKY 40121-2726

REPLY TO
ATTENTION OF

RCRC-CH (601-100a)

MEMORANDUM FOR Commander, Military Entrance Processing Station

SUBJECT: Medical Examination for Career Professionals (Chaplains and Chaplain Candidates)

1. The following person is applying for the Army Chaplaincy. You are requested to administer a
complete physical examination with DAT and HIV screening per AR 40-501, chapter 2. This
"precommissioning” physical is for Appointment in the U.S. Army Reserve  and is a necessary
part of their application process.

Full Name: BROWN, LISA K.

SSN: 000-00-0000

Mailing Address: 123 ANY STREET
LOUISVILLE, KY 40000

Daytime Phone:  (111) 555-0000

2. When the applicant has completed the portion of the examination that requires his/her
presence, please provide the individual with a “working copy” of the SF 88 and SF 93 before
he/she leaves your facility. When the physical is complete and all results have been recorded,
send the original (with supporting documentation) to:

HQ USAREC

ATTN RCRO-SM-CH

1307 THIRD AVE

FORT KNOX KY 40121-2726
Also, please send a “certified true copy” to the applicant, helping to ensure that we are covered if
something is lost in the mail. This is different from your normal procedures; however, due to the
chaplain accessioning process it is necessary that we follow these guidelines.

3. | greatly appreciate your assistance. For any questions or concerns call a member of the
Chaplain Recruiting Branch at 1-800-223-3735, extension 6-0435 or 6-0702.

SIGNATURE BLOCK

Figure 5-1. Sample memorandum for medical examination
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U.S. Army Reserve

Chaplain and Chaplain Candidate
Application Document Checklist
(For use of this form see USAREC Reg 350-12)

Applicant Reverend Robert Jones

SSN _000-00-0000 Phone _ (000) 000-0000

Faith Group _ American Baptist Churches

Chaplain |:| Candidate

Mil Per Tech

Recruiter
A pplicant
NCOIC

DACH

Document

D N ) A
S BN

R NS
[~

I e A A e N N N N )

S S N S L ) S - ) A S A S S B S S N RS
I S S B S ) S - e S S S S N N e D e S S

Sl e S S S B S
S S ) S S S S <

S R S E S B S

Recruiter of Record CH (MAJ) Jones

DD Form 2088 - Endorsement or Appointment Letter

Interview (Chaplain Only)

Full-Length Photo

Commander’'s Recommendation (Currently in Unit Only)

DA Form 61 (3 copies) (Moral Waiver? _NoO )

CHOBC Proof of Completion or Statement on DA Form 61
Application Letter

Undergraduate Transcripts (Accredited Yes )

Grad Transcripts or St of Enr (Accredited Yes )
Verification of Security Clearance (Document Used DD 873 )
SF 86 (2 Copies or 1 With Verification of Current Clearance)
JUST Form FD 258 - Fingerprint Card (2 Copies)

SF 88 and SF 93 with HIV and DAT (Original and 1 Copy)

DD Form 368 - Conditional Release From Reserve Component
DD form 3574 (Without PS) or DA Form 3575 (With PS) (3 Copies)

Official Verification of Birth (Certified True Copy) (Age Waiver __No

Verification of Naturalization or Residency Status (If Applicable)
Chronological Listing of All Civilian Employment

DD Form 214 - Certificate of Discharge (RE Code Waiver __ No )
OMPF and/or Source Documents

NGB Form 23 or DARP Form 249-2-E (Retirement Points)

)

Verified By __/signed/

Reviewed By _/signed/

Date 4 Mar 98

USAREC Fm 1164, 1 Apr 98

Figure 5-2. Sample of a completed USAREC Fm 1164
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APPLICATI ON FORAPPOINTMIENT
For use of this form, see AR 135-100, AR 1451, AR 351-5, and AR601-100; the proporent agency is DCSPER

DATA REQURED BY THE PRIVACY ACT CF 1974

AUTHCRITY: Title 10 United States Code, Section 3012 (Title 5 United States Codk, Section 5523)
PRINGPAL PURPCSE: To obtain an aopointent as a comri ssioned or warrant officer in the Regular Amy or Ay Reserve, or to cbtain selection to altend the US Anmy Cficer Cancicite Schod.
Basis for determination of cudlifications and beckground inf ometion for eligibility for consideration for gopointment as a Reglar Ammy or Ammy Reserve commi ssioned/warrant officer o for selection for attendance a the US Amry
RCUTINE USES: Cfficer Candidite Schod.
Disclos ure of infommation recpested in DA Fam61 is voluntary. Falure to provide t he required information will result in non-accept ahity of the gpplication.
DISALOSURE

1. TYPE GF APPONTMEN T FCRWHCH APPLICATION IS SUBMITTED

2. COVERNING REGULATION GR OIROULAR (Specily qppropriate sectiony(s) i agdicable)
AR 135-101

COVMISSIONED CFACER - REALLAR ARMY

3. GRADEFCRVHCHAPPLYING (Reserve ggoartmertts ony) 1LT

COVIMISSICNED CFACER - ARMY RESERVE

4. SOURCE CF APPLICATION (ROTConly)

WWARRANT CFHCER - REULAR ARMY

DMG | DATE DESIGNATED

WWARRANT CFRCER - ARMY RESERVE

SCHOLARSHP- ENTER 1, 2, 3 CR4 YEARS:

CFRCER CANDIDATESCHOOL

5. ONLY FCRAPPLICANTS FCRAPPANTMENT AS WARRANT CFFICERS

6. BRANCH AND SPEQALTY PREFERENCES (List chae by MCS ook arwl titk)
a MOS OCDE b MCB TITLE
Reguar Army and Officer Canddate aodlicants and all ROTC grad etes:
In numerica sequence, indcat € 10 branch preferences other then CA and SS.
USAR gdicants: If applying for a specific Reserve vacancy, indcate QALY the
branch of the vacant position; al other godlicants may enter more then one branch.
PERSCNAL DATA
7. NAVE (Last, first, mictle)( Beplain vaniations from birth cartificate in ltem 41) 8. GRADE 9a SCUAL SEOLRTY NIVBRR
Froee | R | spmiATY JONES, ROBERT LOUIS, JR LT 000-00-0000
10. BRANCH (MCS iferd | 11. TOTALYRS ACTIVE| 12. MARITAL STATUS | 13. NUMBER OF DEPENDENTS UNDER 18 YEARS CF ACE 9b SHRCTIVESERRVICENUVBR
e T M) SRICE 7 M 1 8691836580
G 14. DATECFBIRTH 15. PLACECFBIRTH (Qty; canty, state) 16. SEX 17. COMPLETEMUTARY ADCRESS  (If presertly on ective: dity) (Inckicks ZIP Qock)
AR FRANKFORT, M
A 07/02/64 GERMANY
cA PHONE ANDYCR AUTOVCN NUVIBER
oM 18. PERMANENT ADCRESS (Irolucks ZIP Qock) 19. CLRRENT MAILING ADDRESS (If differerce fram ltem 18) (Inckb ZIP Cock)
o 000 ANY STREET
LOUISVILLE, KY 00000
FA
A PHOE (tebamacot) (000) 000-0000 PHONE (ot area cock)
IN 20. USQTIZEN |a NATIVE B [X] NATURALZATION ¢ APPLICANT'S GERTIACATENQ (If ltemb. checked) (Dete, place, caurt)
’\'\,"P X vBs ] s ] DRVD JULY 4, 1976 US FEDERAL DISTRICT COURT, SAN FRANCISCO, CA
o® [N NO (] IMMGRANT
a 21. GVILIAN EDUCATION (See page 3 for actiitiorsl requirements far professiored persormel)
s a HCH SOHOL GRADUATE b NAMEAND LOCATION CF HGH SCHOL
= Y& [N MANUAL HIGH SCHOOL, LOUISVILLE, KY 00000
TC @ @)
¢ NAVEAND LOCATION CF EACH OOLLEGE ” SIMETER ) DATEGRADUATED %)
AN CRUNVERSITY ATTENDED (lrokek USVA, e FaEILA YEARS CRVILL GRADUATE MAKCR
1 - USAR USVA, USARA, USCGA ardd LGVIVIA) PR ATTENDED o o | ver SUBJECT
E SOUTHERN BAPT THEOL SEM, MDIV 90 3 30 05 1994 | THEOLOGY
JA LOUISVILLE, KY 00000
Ne
3 UNIV OF LOUISVILLE BA 120 4 30 01 1991 | HISTORY
P d SPECIAL EDUCATIONAL HONCRS, SCHOLAR SHPS, EIC. & IF YCU HAVEB/ER BEEN EXPHLLED FRCM SCHOOL, CR PLACED CN PRCBATICQN, HTHER ROR ACACEMIC CR DISCIPLINARY REASONS,
EXPLAIN (Qurtinee i ftem 41 (Remarics)
e MAGNA CUM LAUDE
22. HGHEST LEVEL SERVI CE SCHOOL. ATTENCED
¢ DATES (Mo-Yh) COMPLETED
a NAVECFSCHOOL b COURSE d IFNOT QOMPLETED QVEREASCN
FROM TO YES NO
MIOBC BASIC 0789 | 0190 X

23a. FORHGN LANGUAGES AND DECREECF PRCAQIENCY

GERMAN, FLUENT

b ALAT SOCRE (If agplicat)

DA FORM 61, JUN 81

EDTICNCF 1 AUG74 ANDDA RCRVI61-R 26 SEP75, PRIVACY ACT STATEVMENT, ARECBSQLETE

Figure 5-3. Sample of a completed DA Form 61
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24. AREYQU NOA CR HAVE YO BVER BEEN A QONSAENTIOUS CBIECTCR?

[]ys

NO (If yes attech affickuit)

25. (X | UNDERSTANDTHAT, IF | AV SEECTEDRCR,
RECARDLESS
WHERE CEPENCENTS ARENOT PERVITTED

APPCINTIVENT, | WLL BE EXPECTED TO ACCEPT SUCH ASSIGNVENTS AS
CF MY MARTAL STATUS AND'OR RESPCNSIBILITY FOR CEPERCENTS, AND T IS MY RESPCNSIBILITY TOMAKEAPPROPR

ARE IN THE BEST INTEREST OF THE
JATEARRANGEVENTS

SERVICE
FOR THE CARECF MY CEPENCENTS SHOULD | BEREQURED TOPERFCRVIDUTY INANAREA

[]vs X no

REGARDLESS OF THERESULT OF TRIAL, CROONMICTED, ANED, IMPRSCNED
RECUATIONOR CRONANCE?  (Exdlucks traffic violetions invaving a fine or farfeiture of $100 or less).

26. HAVEYOQUB/ER UNDER BT HFRMUTARY CR A MUAN LAVWBERN INOCTED CR SUVIVICNED IN TOGCURT AS A DEFENDANT INA CRIMINAL PROCEEDING  (Iroluding ary proceedings invad ving juveniie of ferses, artice 15, UGV, ard any court-nrartial)
PLACED N PRCBATION PARCLED CR PARDONED, CR HAVE YOU B/ER BERN (R

DTODEPCSIT BAIL CR OOULATERAL FCR THEMLATION GF ANY LAW PCLICE

IFYES, ATTACHREQLUEST FOR VAIVER USTING THEDATE THENATURECF EACH ALLEGED CFRENSE CR VICLATION, THE NAVE AND LOCATICN CF
THEGOURT CRPLACECF HEARING AND THEPENALTY IMPCSED CR OTHER DISPCBITICON CF EACH CASEAND FURN SH QCPY CF OOURT ACTION CR DETAI LED STATBVENT INAFADAVIT FCRM AS TO THECQUTOOVE CF EACH CASE

27. ACTIVE MILTARY SERAICE (Irdicate four wit h eech orgerizattion seperately - show ROTC Carrps in ltem 39)

a CRGANZATION b. DATES (Day, Morth Year) BRANCH d PRCR GHEST GRACE
oot i P o ?Asaqfqmgg)s SERMCENS ir\%ompo\mr
US Public Heatth Sevice, Peace Qorps) FRCM TO (If qdicatis)
a US ARMED FORCES 15 MAR 83 13 MAR 87 | O5H E4, US ARMY
m
]
=
=4
[n]
o4
i}
1
i
=0
29
2z
30
O [
f. DATECLRRENT ACTIVECUTY TOLR TERVINATES g DATECF LAST ADL PROMOTION
28. RESERVE CR NATIONAL GUARDSERVICE (Nt anactive dity)
a CRGANZATION b, DATES (Day, Moth Year) ERANCH d PRCR GEST GRAE
e e o c(/\saqfqmggs SERMCENS ir\:iacmpo\mr
US Public Heatth Senvice, Peace Qorps) ROV TO (If qdicatis)
[a)
m
'_
(2]
-
z
w
x
m}
28
[T
i
=0
, US ARMED FORCES 5 MAY 89 12 JUL 92 MI 02, USAR
O )a)
so
5
S8&
29, SCURCE CF CLRRENT GCMMISSION (If gdlicatie) [ o 30. AWARDS (Dorot list thester o service rmechs)
ARNGLS: [Jocs (] DIRECT APROINTVENT
USAR X rarc [] roc &P [] rorc avp [ oos
[ ] DRECT APPONTVENT
31. HAVE YOU BVER APPLIED AND NOT BENSEECTEDRR  a ROTC ys X no b as ] vs X no
¢ APPCINTVENT IN RESERVECCVPONENT  (LSARARNG YES NO d APPCINTIVENT IN REGULAR ARVIY YBS NO
AS AVWARRANT CFRCER X AS AVARRANT CFACRR X
AS ACCVMSSICNED CFROR X AS A CCMMISSIONED CFACER X
e IFANSARRIS"YES', ECPLAINFULLY
32, AREYOUNOWCR HAVE YOU BVER BEEN | N THEMILITARY SERVICECF OR BEEN BMPLOYED BY A RCRAGN GOVERNVENT (1f yes, give cites, courtry and type of senvice or
enpoyment) NO
33, HAVE YU BY/ER RESIGNED OR BERN ASKED TORESIGNIN LIEU GF ELIMINATICN PROCEEDINGS; BEN DISCHARGED N LI U CF EIMNATION, FURQLGHED  (ather then
requier fuough or leave), CR PLACED ON INACTIVE STATUS WHLE SERVING [N THE US ARVED FORCES; CR, HAVE YCU EVER RESIGNED CR BEEN ASKED TORESIGN FROM
APCSITION WHLEINPRVATECR GOVERNVENT EVPLOYMENT? (If yes, state circunstances; if rmore spece is recuired cortinue on seperate sheet).
[Jys [XnNo
USAPPCV1.00
Figure 5-3. Sample of a completed DA Form 61 (Continued)
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34. APALICANTS FORJUDGE ADVOCATE GENERAL'S QORPS ONLY

35. AFALICANTS FOR
CQHAALAINS BRANCH ONLY

BARS CFVWHCHYQUAREAMBVBRR  (Spectfy cfes)

SOUTHERN BAPTIST
CONVENTION

RELIGOUS DENCMNATICN BY
WHCH YGJWILL BE ENDORSED

36. APPLICANTS F CRMEDICAL AND DENTAL CORPS ONLY

a TRAINNG c. DATES (Morthard Year)
b. NAVEAND LOCATICN CF HOSPITAL
LB/E TYPE FROM TO
INTERNSHP
RESICAENCY TNG
SPEIALTY TNG

d SPEOALTY BOARDS

& DATES CF OERTIRCATION (Day; Marth, i)

f. PLACEINVWHCHOLRRENTLY LICENSED

37. APPLICANTS FCR ARMY NURSE OCRPS AND ARMY MEDICAL SPECQ ALIST QORPS CNLY

a NAVECF NURSING CR AQCRED THD PROFESSICNAL SCHOOL b. LOCATICN

c. DATES CFATTENDANCE (Mo, Y1) d STATEAND CURRENT REAISTRATION NUMBER

e  STATEANDDATECFINTIAL REISTRATION (0w, Math
Year)

FROM TO
f. POSTGRADUATECCLRSES (Il oaurses & gereral hospitals, senvice schodls, ardl shart caurses)
1) 2 @ s “) DATES CFATTENDMNCE (Morth Year)
SUBJECT CRCOURSE NAVEAND LOCATION OF SCHOICL CRHCSPITAL CROTS
EARNED FRCM TO

38. HAVE YU BEEN BVPLOYED BY THEUS ARVIY AS A DIETITIAN, QOCUPATICNAL CR PHYSICAL THERAPIST? (If yes, give cifes)

[y [N

39. ARMY ROTC (To be canpleted arly by prospedtive ROTC gradiates aoplying for ggpointrrert in USAR or RA)

SUCCESSAULLY GOVPLETED AROTC PROCRAM AS FOLLOAS

DATES ATTENDED (Marth ard Yeer)
CORSE ¢ CAVP TRANNG
FROM TO
(1) INSTALLATION (Basic) COVPLETIONDATE (Marth, Year)
a BASC
(2) INSTALLATION (Advarnced/Rargsy) COVPLETIONDATE (Marth, Year)
b ADVANCED

40. MAIN QMILIAN EMPLOYMENT

a NAVEANDADLRESS CFEVPLOYER b JBTITLE
LOCUST STREET BAPTIST STREET,
LOUISVILLE, KY 00000 Pastor

¢ MONTHAND YEAR

0694

TO
0797

b PRINOPAL DUTIES (Desarite briefly)
PREACHING, TEACHING, COUNSELING

41. RAVIARKS (Experience, proficiendies and spead alilfties not shown elsewhere in this anafcation  Those required fo ert er prinary ext ry speciaties, see Para 1-2 7de, AR601-100). (If nore

spaceis required att ach ackiiorl steet)
to complete to a basic branch course.
| understand my present Reserve Status will be vacated by acceptance of appointment.

| am in compliance with the height/weight standards per AR 600-9 and have passed my most recent APFT.

| understand that | must complete the Chaplain Officer Basic Course within 36 month from the date of appointment or toedsstfjecge per AR 135-175 for failure

DATE SIGNATURECF APPLICANT
42. THEINFCRVATION OCONTAINED HREN IS TRUE

TOTHEBEST CFMY KNOALEDGEAND BALIEF.

Figure 5-3. Sample of a completed DA Form 61 (Continued)
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THIS PAGENOT TOBE COVALETED BY AFALICANT

PART | - RECCMMENDATI CN FCRAPPONTMENT CF ROTCGRADUATE ASA (REGUAR) (R
(RESERVE COMMISSIONED CFFICERCF THE ARMY (AR607-100, AR 145-1) (Tobe corpeteclty FIVS any)

FROM  (Narme and Acttess of | rtitutior) TQ (Agropriate Regan Conmrancey)

APPLCANT WLL HAVE SUCCESSRULLY GCVPLETED AT THS INSTITUTICN THEPRESCRIBED QOLRSERCR THEUNT ON

APPLICANT D HAS I:l HAS NOT GOVPLETED SUOCESSRULLY THEREIRED CAVP TRAINNG
APPLICANT D WLL HAVEATTAIND I:l WL NOT HAVEATTAINED, A BAOCALA UREATE DEEREE UPCN SUCCESSRUL COVPLETION CF THEROTC OOLRSE

Qa o o o

| GONSICER APPLICANT PHYSICALLY, MENTALLY, MCRALLY, AND PROFESSICNALLY QUALIRED FOR APPOINTIVENT AS A D REAIAR
CARCER CF THEARMY RECCMIVEND HS APPCEINTIVENT.
€. APPLICANT WLL ATTAIN RULL QUALIRCATION FCR, AND SHOULD BEAPPGINTEDCN

(o)

[] RSRVECOMVISSIOND

(Day, Morthard Yea)

DATE BRANCH FCR ASSIGNVENT SIGNATUREANDGRACE  (AVS)

PART Il - RECOMMEN DATICN FORAPPLICANTS FCROCS QNLY  (AR351-5)

a STATEVENT
TO DATE
1. | HAVEKNOAN THEAPPLICANT ROR MONTHS. HEHAS SERVED LNDERVEFRCR MONTHS HS PRNOIPAL DUTY IS
2.1 [ 1o [] DONOT RECOMVEND THEAPPLICANT.

3. RAVIARKS (Induck your qoinion as fo histher overal abillty (t o indude leeckr ship) and value fo the service).

ENCLCSURES SIQWTURE
CRAANIZATION TYFED NAVE GRACEANDTITLE

b. STATEVENT

TO DATE
1. | HAVEKNOAN THEAPPLICANT ROR MONTHS. HEHAS SERVED UNCERVERCR MONTHS, HS PRINDIPAL DUTY IS
2.1 [ 1o [] DONOT RECOVIVEND THEAPPLICANT.

3. RAVARKS (Irduck your qainion as fo his'her overal ability (t o indude leackr ship) and value fo the service).

ENOLCBLRES SIGNATURE

CRGANZATICN TYPEDNAVE CRACEAND TITLE

Figure 5-3. Sample of a completed DA Form 61 (Continued)
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APPLICATION LETTER TEMPLATE
(DO ONLY THOSE SECTIONS THAT APPLY TO YOUR SITUATION)

(Your Letterhead)

(Date)

United States Army Recruiting Command
Chaplain Recruiting Branch

ATTN: RCRO-SM-CH (Chaplain Candidate)
1307 Third Avenue

Fort Knox, KY 40121

To Whom It May Concern:

All applicants will include this statement dealing with religious pluralism and accommodation of religious prac-
tices:

While remaining faithful to my denominational beliefs and practices, | understand that, as a
chaplain candidate, | must be sensitive to religious pluralism and will provide for the free exercise of
religion by military personnel, their families, and other authorized personnel served by the Army. |
further understand that, while the Army places a high value on the rights of its members to observe
the tenets of respective religions, accommodation is based on military need and cannot be guaran-
teed at all times and in all places.

If you have no security clearance or if you are not including a certificate verifying the current status of your se-
curity clearance, include this statement:

| understand that my appointment as a commissioned officer in the United States Army Re-
serve is being accomplished prior to completion of a required National Agency Check and a Federal
Bureau of Investigation Name Check. | further understand that if as a result of the post-commission-
ing investigative processes, | am determined unacceptable for appointment as a commissioned offi-
cer, | will be discharged from the United States Army Reserve and that | will receive an appropriate
discharge certificate.

If you are not a citizen of the United States and you have a Resident Alien Registration Card, include this
Statement:

| understand that due to my immigrant alien status, | will not be eligible to obtain a security
clearance during my tenure in the United States Army Reserve. | further understand that | will be pre-
cluded from assignment to positions and duties requiring access to classified information. If | de-
cide to become a citizen of the United States of America, | understand that | will be eligible to apply
for a security clearance after | have attained citizenship.

If you will be 34 years of age or older within 8 weeks of the accessioning board, include this statement:
| understand that, because of my age and under existing legislation, | may not be entitled to

military retirement benefits.

(Signature)
(Full Typed Name)
(Social Security Number)

Figure 5-4. Sample application letter for chaplain candidate
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APPLICATION LETTER TEMPLATE
(DO ONLY THOSE SECTIONS THAT APPLY TO YOUR SITUATION)
(Your Letterhead)
(Date)
United States Army Recruiting Command
Chaplain Recruiting Branch
ATTN: RCRO-SM-CH (Chaplain)
1307 Third Avenue
Fort Knox, KY 40121
To Whom It May Concern:

All applicants will include this statement dealing with qualifications for chaplaincy service:

| understand that | have been endorsed to serve as a chaplain with the United States Army Re-
eserve without concurrent active duty by (the name of your endorsing organization). As certified by

the endorsement which | have received, | am a fully qualified member of the clergy of (the name of
your religious faith group or independent church) and consider myself spiritually, morally, intellectu-
ally, and emotionally qualified to serve as a chaplain. | have completed (number of years) of full-time

active professional clergy service. | have completed (number of years) years of full-time active pro-
fessional clergy service after meeting the minimum educational requirements for applying to the U.S.
Army Chaplaincy.

All applicants will include this statement dealing with religious pluralism and accommodation of religious prac-
tices:

While remaining faithful to may denominational beliefs and practices, | understand that, as a
chaplain, | must be sensitive to religious pluralism and will provide for the free exercise of religion by
military personnel, their families, and other authorized personnel served by the Army. | further under-
stand that, while the Army places a high value on the rights of its member to observe the tenets of
their respective religions, accommodation is based on military need and cannot be guaranteed at all
times and in all places.

All applicants will include this statement dealing with the interview process:

| attest that the application interview with the field screening chaplain, (name of interviewing
chaplain) , considered my professional and academic qualifications, pastoral abilities, military experi-
ence, motivation for ministry in the Army Chaplaincy, and willingness to work cooperatively with
other faith groups. Furthermore, the interview examined my ability to deal with people and my per-
sonality traits. The interviewer had the opportunity to assess my appearance, poise, general physi-
cal condition, and verbal and written proficiency in the English language. The interviewer discussed
whether or not any personal concerns affecting myself or my family would result in limitation of as-
signment worldwide. My response in the interview constitutes a valid tool for assessment of my over-
all potential for service with the Army Chaplaincy.

If you have no security clearance or if you are not including a certificate verifying the current status of your se-
curity clearance, include this statement:

| understand that my appointment as a commissioned officer in the United States Army Re-
serve is being accomplished prior to completion of a required National Agency Check and a Federal
Bureau of Investigation Name Check. | further understand that if as a result of the post-commission-
ing investigative processes, | am determined unacceptable for appointment as a commissioned offi-
cer, | will be discharged from the United States Army Reserve and that | will receive an appropriate
discharge certificate.

Figure 5-5. Sample application letter for chaplain
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If you are not a citizen of the United States and you have a Resident Alien Registration Card, include this
Statement:

| understand that due to my immigrant alien status, | will not be eligible to obtain a security
clearance during my tenure in the United States Army Reserve. | further understand that | will be pre-
cluded from assignment to positions and duties requiring access to classified information. If | de-
cide to become a citizen of the United States of America, | understand that | will be eligible to apply
for a security clearance after | have attained citizenship.

If you will be 40 years of age or older within 8 weeks of the accessioning board, include this statement:

| understand that, because of my age and under existing legislation, | may not be entitled to
military retirement benefits.

(Signature)
(Full Typed Name)
(Social Security Number)

Figure 5-5. Sample application letter for chaplain (Continued)
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Sandard Frm 86 (B3 Form approved:
Revised Septerrber 1995 QUESTIONNAIREFCR OMB No. 3206-0007
US dficed Persord NATIONAL SECURTY POSITIONS NSN 7540-00-634-4036
5 RPats 731,732, and736 86-111
Investigating Agency Use Only Codes Case Nurrber
Part 1
Agency UseOnly (npleteitars A through Pusing instructions provided by thelnvestigating agency).

ATypeof B Bxtra C Sensttivity Level D Access E natue of F Datgof Month Day Year

Investi- gation Coverage ActionCode Action ‘ ‘ ‘
(G Geographic H Position | Position

Locetion ‘ Code Title ‘

Locaion
J o of crfinl None Cthe Address 2P Code
‘ Persanel NFRC
Folder At SON

L M Location None Cthe Address 2P Code

[Se] of Seaurity At SO

‘ Folder
NA

N OPACALC O  Accounting Data and/or

Nurrber Agency Case Number
P Requesting Neme ard Title Sgnature Telephone Number Date

Ctficial

( )
Persons conpleing this formshoul d begin wit h thequestions below.

OFU_L ®if you have onlyinitials inyour name, use themandstate(IO). oif youarea"Jr.," "S.," "Il," etc., enter thisinthe e DATECF
NAME ®|f yau haveno middle rame, enter "NMN". box after yaur middle name. BIRTH
Last Name Frst Name Middle Name Jr., Il etc. Month | Day Year
JONES ‘ ROBERT ‘ LOUIS JR. 07 02 64

@PPLACECFBIRTH -Usethetwo letter code fa theSate.

@) soCAL SECURITY NUMBER

City County Sate |, Courtry (if notintheUnited S ates)
FRANKFURT ‘ ‘ ‘ GERMANY 000-00-0000
OTHER NAMES USED

Gve other names you used ard the period of timeyouusedthem (for example: your maicen name, rame(s) by a former marriage, former name(s), alias(es), or rickname(s). If the other name is your maiden name, put

"nee” infront o it.

Name Month/Year Month/Year Name Month/Year Month/Year
#L  BOBBY ‘ 07/64 ©© PRES |#3 ‘ To
Name Month/Year Month/Year Name Month/Year Month/Year
#2 ‘ To #4 ‘ To
@ o ioenmieinG | Height (feet and inches) Weight (pounds) Heir Color Bye Qlor Sex (Mark one box)
INFORMATION 73 ‘ 195 BROWN BLUE Femele X| Male
0 Work (Include Area Code andext ersion) Home (Incluck AreaCode)
Day Day
TEEPHOENMEERS | X ™ (000 ) 000-0000 5 mb (000 ) 000-0000

@CITIZENSHIP

e Mark thebox & theright that reflectsyour
current citizenship status, ard fdlowits
instructions.

I ama U.S dtizenor national by birthin theU.S or U.S territory/possession. (Answer itens b ad d)

‘D Your Mother's Maiden Name

X | 1amaUS citizen, but 1 was NOTborninthe U.S (Answer itemsb, cand d)

SMITH

lamnot a US citizen. (Answer itens b and )

UNITED STATESCITIZENSHP If you are a U.S. citizen, but were not bom in the U.S., provide information about one or more of the following proofs of your citizenship.

Nat uralizationCertificate (Where were younat urdized?)

Court Gty Sate Certificate Nurrber Month/Day/Year Issued
US FEDERAL DISTRICT COURT ‘ SAN FRANCISCO ‘ ‘ A68395325 ‘ JULY 14, 1976
Citizenship Certificate (Where was thecertificate issued?)
City ‘Sale ‘ Certificate Number ‘ Month/Day/Year Issued
Sate Department Form 240 - Report o Birth Abraad of a Gtizen of the Lhited Sates
Gve thedatethe formwas prepared and MonthDay/vear Bxplaration
give an explanatian if needed.
U.S Passport
Passport Number Mont /Day/Year Issued
This may be dther a current or previous US Passport. ‘
G] DUAL CITIZENSHIP If you are (o were) a dual citizen of the UnitedSates andanothe courtry, providethe rame of Courtry
that courtry in thespace tothe right. ‘
@ AUEN If youare analien, provice the followirg infomation:
Gty Sate  Date You Entered US AlienRegstratian Number Country(ies)of Qtizenship
Flace You Entered the Month Day Year
UnitedSates:

Exception to SF85, SFB5P, SFB5P-S, SF86, ad SFB6A aroved by GBA Septerber, 1995.
Designed using Perfam Pro, WHS/DICR, Sep 95

Figure 5-6. Sample of a completed SF 86
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o WHERE YOU HAVELIVED

List the places where you have lived, beginning with the most recent ¢1) and warkingback 7 years. All periads must beaccauntedforin yaur list. Be sure toindicatethe actual physical location  your residence: do
not use a post officebox as anaddress, do nat list a permarent address when youwereactelly livirg at a school address, etc. Be sure tospecify yaur lacation as closdy as possible: for examde, o not list only your

base or ship, list your barracks number or homeport. Yau may omit temporary military duty locations under 90 cays (ist your permenent address irstead), and youshoud use your ARGFPOaddress if youlived

ovesess.

For any address inthe last 5years, list apersan whoknewyouat thet address, andwhopreferably still lives inthat area(donot list peoplefor resicences comdetely outsidethis 5year period,and b not list your
spouse, former spouses, or other relatives). Alsofor addesses inthe last fiveyears, if the adiress is" Generd Ddivery,” a Rural or Sar Route, or may ke difficult to locate, provide drectiors far lacating the resicence

on an attachedcontinuation sheet.

Month/Year ~ Month/Year Sreet Address Apt. # City Courtry) Sate 2P Code
#0694 1o Presert 000 ANY STREET #123 | LOUISVILLE KY 00000
Name of Rerson WWhoKnows You Sreet Address Apt. # Gity Courtry) Sate | 2PCode Teleptone Number

JOSEPH BROWN 000 LOCUST STREET LOUISVILLE KY | 00000 | (000 ) 000-0000

Month/Year ~ Month/Year Sreet Address Apt. # City Courtry) Sate 2P Code
#2 0391 1, 05/94 000 BARDSTOWN ROAD LOUISVILLE KY 00000
Name of Rerson \WWhoKnew You Sreet Address Apt. # Gity Courtry) Sate | 2PCode Teleptone Number

LINDA ROBERTS 000 PENNY LANE LOUISVILLE KY | 00000 (000 ) 000-0000

Month/Year ~ Month/Year Sreet Address Apt. # City Courtry) Sate 2P Code
#3 07/90 © 02/91 000 MAIN STREET ELIZABETHTOWN KY | 00000
Name of Rerson WWhoKnew You Sreet Address Apt. # Gity Courtry) Sate | 2PCode Teleptone Number

( )

Month/Year ~ Month/Year Sreet Address Apt. # City Courtry) Sate 2P Code
#4 To
Name of Rerson WhoKnew You Sreet Address Apt. # Gity Courtry) Sate | 2APCode Telephone Number

( )

Month/Year ~ Month/Year Sreet Address Apt. # City Courtry) Sate 2P Code
#5 To
Name of Rerson WhoKnew You Sreet Address Apt. # City Courtry) Sate | 2PCode Telephone Number

( )

@ WHERE YOU WENT TOSCHOOL

List theschods youhaveattended, beyond Junior High Shool, beginning with the most recent (#1) and working back 7 years. List College a University degrees andthe dates theywerereceved. If dl of your
education occurredmorethan? years ago, list your nost recent educationbeyand high school, no et ter whenthat educationoccurred.

fseone d thefollowing cades inthe "Code" block:
3 - Vocationd/Technical/Trace School

1 - High School 2- CollegdUnivasityMilitary College

o schools youattenced inthe past 3 years, list apersa whoknew you at school (an instructor, student, etc). Donot list people for education
campletdy outside this 3year period.

gor correspondenceschaols andextensian classes, rovide the address wheretherecords are maintained.

Month/Year ~ Month/Year Code Name of School Degree/Oplana/Qher Month/Yea Awarded
#1 03/91 ™ 05/94 2 SOUTHERN BAPT THEOL SEM MASTERS OF DIVINITY 05/94
Sreet Address andCity Country) of School Sate 2P Code
0000 LEXINGTON ROAD, LOUISVILLE Ky | 00000
Name of Rerson WhoKnew You Sreet Address Apt. # City Courtry) Sate | 2APCode Telephone Number
( )
Month/Year ~ Month/Year Code Name of School Degree/Oiplana/Qher Month/Yea Awarded
#2  01/87 T 01/91 2 UNIV OF LOUISVILLE BA 01/91
Sreet Address andCity Country) of School Sate 2P Code
0000 THIRD STREET LOUISVILLE KY 00000
Name of Rerson WhoKnew You Sreet Address Apt. # Gity Courtry) Sate | 2PCode Telephone Number
( )
Month/Year  Month/Year Code Narme of School Degree/Oplana/Qher Month/Year Awarded
#3 To
Sreet Address andCity Country) of School Sate ZIPCode
Name of Rerson WhoKnew You Sreet Address Apt. # Gity Courtry) Sate | 2PCode Teleptone Number
( )
Enter your Socia Security Number before goingto the next page = | 000-00-0000

Page 2
Figure 5-6. Sample of a completed SF 86 (Continued)
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YOUR EMPLOYMENT ACTIVITIES

List your employment activities, beginring with the present (#1)andworking beck 7years. Yau shauld list dl ful-time wak, part-time work, military service, temporary military duty locatiors over 90days,
self-employment, ot her paidwork, and all periods of unemdoymert. The entire 7-year period must beaccownted for without breaks, but you need not list employnents keforeyour 16th birthday. EXCEPTION Show
all Federal civilianservice, whethe it occured withinthelast 7 years or not.

® Code. Use one d thecodes listed kelowto icentify thetypeof employment:

1 - Active military duty stetions

2 -Netiond Guad/Reserve
3-U.SPH.S Commissioned Corps
4-Cther Feceral employment

5 - Sate Govemment (Non-Federal
emgoyment)

6 - Self-emdoyment (nclude business name
ard/or name of person who canverify)

7 - Unemployment (Include name of
person whocan \erify)

8 - Federal Contractor (ist Cortrador,
not Federal agency)

9 - Cther

Employer /Verifier Name. List thebusiness nameof yaur enployer or the rame o the person wio canverify yaur sdf-enploynment a unemployment in this block. If nilitary serviceis keinglisted, ircludeyour duty
location a horre port here aswell as yaur branchof service You shauld provice separatelistingsto reflect charges in you military duty locations or fome ports.

® Previous Periods of Activity. Complete these lines if youworked fa anemployer an more than oneoccasionat the sane location After entering the most recent periodof employment in the initial numbered Hock,
provide previous periods of employmert at the same location ontheadditional lines provided Fa example,if you wakedat XYRunbingin Denver, CO,during 3 separa e periods of time, you wouldenter dates and
information concerning the most recent periodof employmert first,andprovidedates, positiontitles, andsupervisors for thetwoprevious periods of emdoynent on the lines below that infamation.

Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Position Title/Military Rank
#1 0g/94 T Presart 9  |LOCUST STREET BAPTIST CHURCH PASTOR
Employer' s\érifier's Sreet Address City Courtry) Sate ZIPCode Telephone Number
777 LOCUST STREET LOUISVILLE KY | 40000 (111) 555-4321
Sreet Addressof Job Lacatian (if dif ferent thanEmployer’s Address) City Courtry) Sate ZIPCode Telephone Number
( )
Supervisor’sName& Sreet Address (if differert than JobLocaion) City Courtry) Sate ZIPCode Telephone Number
LARRY SMITH, 999 LYNDON AVE LOUISVILLE KY 40000 (111) 555-1234
Month/Year Month/Year Positian Title Supervisor
PREVIOUS To
PERICDS Month/Year Month/Year Position Title Supervisor
OF ACTMITY To
(Block #1) Month/Year Month/Year Position Title Supenvisor
To
Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Position Title/Military Rank
#203/93 T 05/94 7 SARAH YATES STUDENT
Employer's/\érifier's Sreet Address City Courtry) Sate ZIPCode Telephone Number
555 SHELTON STREET FAIRDALE KY | 40001 |(111) 444-0000
Sreet Addressof Job Lacatian (if dif ferent thanEmployer’s Address) City Courtry) Sate ZIPCode Telephone Number
( )
Supervisor'sName& Sreet Address (if differert than JobLocaion) City Courtry) Sate ZIPCode Telephone Number
( )
Month/Year Month/Year Positian Title Supervisor
revicss | 07/90 T 02/91 STUDENT N/A
PERIODS Month/Year Month/Year Positian Title Supervisor
OF ACTMITY To
(Block #2) Month/Year Month/Year Position Title Qupervisor
To
Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Position Title/Military Rank
#3 02/91 1 03/93 9 | MCDONALD'S COOK
Employer's\érifier's Sreet Address City Courtry) Sate ZIPCode Telephone Number
1000 MILLER AVENUE FERN CREEK KY 40002 ( 111) 333-0101
Sreet Addressof Job Lacation (if dif ferent than Employer’s Address) City Courtry) Sate ZIPCode Telephone Number
( )
Qupervisor'sName& Sreet Address (f differert than JobLocetion) City Courtry) Sate ZIPCode Telephone Number
( )
Month/Year Month/Year Position Title Supervisor
To
PREVIOUS
PERIODS Month/Year Month/Year Positian Title Supervisor
CFACTIMITY To
(Block #3) Month/Year Month/Year Positian Title Supervisor
To

Enter your Social Security Numbe before going tothe next page

| 000-00-0000
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Figure 5-6. Sample of a completed SF 86 (Continued)
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YOUR EMPLOYMENT ACTIMITIES (CONTINUED)

Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Posttion Title/Military Rank
#4 To
Bmployer's/\érifier's Sreet Address Gity Courtry) Sate 2P Code Telephone Number
( )
Sreet Address of Job Lacation (if different thanEmployer’s Add-ess) City Courtry) Sate 2P Code Telephone Number
( )
Supervisor'sName& Street Address (ff differert than JobLocetion) Gity Courtry) Sate 2P Code Telephone Number
( )
Mont h/Year Month/Year Position Title Supervisor
PREVICUS To _ _
PERIODS Month/Year Month/Year Positian Title Supervisor
CFACTIVITY To
(Block #4) Month/Year Month/Year Positian Title Supervisor
To
Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Posttion Title/Military Rank
#5 To
Bmployer's/\érifier's Sreet Address Gity Courtry) Sate 2P Code Telephone Number
( )
Sreet Address of Job Lacatin (if different thanEmployer’s Add-ess) City Courtry) Sate 2P Code Telephone Number
( )
Supervisor'sName& Street Address (ff differert than JobLocetion) Gity Courtry) Sate 2P Code Telephone Number
( )
Mont h/Year Month/Year Position Title Supervisor
PREVICUS To _ _
PERIODS Month/Year Month/Year Fositian Title Supervisor
CFACTIVITY To
(Block #5) Month/Year Month/Year Positian Title Supervisor
To
Month/Year ~ Month/Year Code Employer/\érifier Name/Military Duty Location Your Posttion Title/Military Rank
#6 To
Bmployer's/\érifier's Sreet Address Gity Courtry) Sate 2P Code Telephone Number
( )
Sreet Address of Job Lacation (if different thanEmployer’s Add-ess) City Courtry) Sate 2P Code Telephone Number
( )
Supervisor'sName& Street Address (ff differert than JobLocetion) Gity Courtry) Sate 2P Code Telephone Number
( )
Month/Year Month/Year Position Title Supervisor
PREVICUS To _ _
PERIODS Month/Year Month/Year Positian Title Supervisor
CFACTIVITY To
(Block #6) Month/Year Month/Year Positian Title Supervisor
To
PEOPLEWHOKNOW YOUWHLL

List three people who know you wel andlivein the Urited Sates. They shouldbe gpod friends, peers, colleagues, collegeroomnates, etc, whase cambined association with you covers as wdl aspossiblethe last 7
years. Dond list you spause, former spauses, or dher relatives, andtry rot tolist anyme wipislisted elsewhere onthisform.

Name mew[@atesKn'\%/nNY Tel ne Number
fear nth/Year X | Day
#1 SAM BILLINGS 07/64 o PRES Nt ( 000 ) 000-0000
Homeor Work Address City Courtry) Sate | 4PCode
000 CINDY LANE HURON SD |00000
Name DatesKnown Teleprone Number
Month/Year ~ Month/Year Day
#2 ALICE BROWN 06/90 © PRES X 1 nge  ( 000) 000-0000
Homeor Work Address City Courtry) Sate | 2PCode
000 MAPLE ROAD LOUISVILLE KY 00000
Name DatesKnown Teleprone Number
#3 WYear  Month/Year X | bay
BILLY MCDANIELS 05/84 o PRES ngt  ( 000) 000-0000
Homeor Wark Address City Courtry) Sate | 2PCode
0000 MILES STREET ELIZABETHTOWN KY 00000

Enter your Social Security Number before going to the next page

> ‘ 000-00-0000

Page 4
Figure 5-6. Sample of a completed SF 86 (Continued)
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€ vourspousE

Mark one box to showyour current maritd staus and provideinfamation about your spouse(s) initems a.andbor b.

1 - Neve married 3-Separated 5-Divorced
X 2 -Married 4 - egaly Separated 6 - Wdowed
@ Current Soause Comdetet he following about your current spouseonly.
Full Name Dateof Brth Race of Birth(Includecountryif outside the U.S) Social Scurity Number
BETTY AN JONES 06/05/66 OCHENFURT, GERMANY 000-00-0000
Cther Narres Used (Specify maiden name, rames by other nmarriages, etc., andshow dates usedfor eachname) Country(ies)of Qtizenship
HELMS - MAIDEN NAME 06/66 TO 08/83 usS
Date Married Race Married (Includecountryif outside the U.S) Sate
08/13/83 CHEYENNE SD
If Separated, Dete of Sgparation If Legally Separated, Whereis the Recard Located? ity (Courtry) Sate
Address of Qurrent $ouse, if different thanyour curent address (Street, city, ard courtry if out side theU.S) Sate 2P Code
@ Former Spouse(s). Comdetethe following about your former spause(s), use blank sheetsif needed.
Full Name Dateof Brth Pace of Birth(includecountryif outside the U.S) Sate
Country(ies)of Gtizenship Date Married Pace Married (Include country if outside the U.S) Sate
Check ae, Tren Give Date Month/Day/Year If Divorced Where istheRecord Located? City (Courtry) Sate
Divorced Wicowed
Address of Former $ouse (Ireet, city, andcountryif outside the US) Sate 2P Code Telephone Number

( )

m YOUR RELATIVES AND ASSOCIATES

Give the ful name, corred codk, ard other requested informetionfor each o you relatives andasscriates, livingor dead, specified below.

1-Mother (first) 5-Foster parent 9 - Jster 13 - Half-sister

2 - Father (second) 6 - Child (adopted also) 10 - Seplrother 14 - Fatherindaw
3-Sepmother 7 -Sepchild 11 - Seysister 15 - MotherinHaw
4-Sefather 8 - Brother 12 - Hdf-brot her 16 - Quardian

17 - Cther Relative*
18 - Assciate*
19 - Adult Qurrently Living Wth You

*Code 17 (Cther Relative)- include only foreign retiond relaivesnot listed in 1 -16 with whomyou a your spouse areboundby affection obligation or dose and cortinuing contact. Code 18 (Associates) - include
only foreign nationd associates with whom yau or your spouse arebourd by af fection, obligatian, or close and continuing cortact.

Full Name (If da:ezs;(ir mjmtheleﬂbefore Code MODatme]/ODfa 3;; Country of Birth Countryies)of Gtiznship Current Sreet AddresRse ;13 e(EIS'(y(courtry)of Living Sate
000 LINCOLN TRAIL
1 us )
MAXINE WEST JONES 01/23/40 us WEBSTER, SD 00000 SD
X |RALPH ALBERT JONES 2| 12/09/37 GERMANY us
000 ANY STREET,
MARK DENNIS JONES 6 | 09/12/85 us us LOUISVILLE, KY 00000 KY
JACK GUENTHER GERMANY 421 MAINSTRASSE,
HELMS 14 | 04/28/42 GERMANY OCHENFURT, GERMANY
HELGA SCHULTZ 421 MAINSTRASSE,
HELMS 15 | 06/18/44 GERMANY GERMANY | OCHENFURT, GERMANY
Enter your Social Security Numbe before going to the next page = | 000-00-0000
Page 5
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@ CITIZENSHIP OF Y OUR RELATIVES AND ASSCCIATES

If your mother, father, sister, brother, child, or current spouseor personwithwhomyouhavea spause-ike relationship isa U.S citizenby other than birth, or an alien residirg inthe US, provide the nature  the
individual's relationship toyou ($pouse, pouse-like Motler, etc.), and theindividual’s nameand cate of birthon the first line(this information is needed to pair it accurately with information in itens 13 and 14).

On the second line, provice theindividud’s returdization certificateor dienregistration number and use ore of the document cades below to icentify praof of citizenship status. Provideadditional infamation onthat

line &s requested.

1 - Naturalization Certificate: Providethe date issuedandthe location where the personwas returdized (Cout, Gty and Sate).
2 - Citizenship Certificate: Provide the date ard locationissied (Gty and Sate).

3 - Alien Registration: Provice thedate and place where thepersan entered the U.S (Cityand Sate).
4 -Qrher: Rovidean explanation inthe "Additional Informetion" block.

Assodation Name Dateof Brth Moth/Day/Year)
#1 SpoUSE BETTY ANN (HELMS) JONES 06/05/66
Certificate/Registration # Documert Coce Additianal Information
A8593698 1 US FEDERAL DISTRICT COURT, NEW YORK, NEW YORK
Assodation Name Dateof Brth (Math'Day/ Year)
#2
Certificate/Registration # Documert Coce Additianal Information
€@ YORMILITARY HSTCRY Yes No
e Have you servedin the United Sates military? X
@  HaveyouservedintheUnited States Merchant Marine? X

List all of your military servicebelow, including servicein Reserve, National Glard, and U.S Merchant Marine. Sart withthe nost recent periodof service ¢1) ard work backward. If youhad abreakin sevice,

each separate period should belisted.

®Code. Use one d thecodes listed kelowto icentify you branch o service:
4 - Marire Corps

1-AirForce 2-Amy  3-Navy

®OE Mark " O' block for Cfficer a " E' blodk for Enlisted.

Status. " X" the appropriateblock for thestatus of your service duringthe time that you served. If your service was inthe Natioral Glard, do ndt use
an"X': usethetwoddter code fa thestateto mark theblock.

5-CoastGuard 6 - Merchant Marine

®Country. If yaur service was with othe thanthe US. Amed Farces, identify the country for whichyou served.

7 -Natiorel Guard

Month/Year ~ Month/Year Code Service/Cettificate # o | E i __ Satus Courtry
Active Active Inadtive Netiordl
Reserve Reserve Qad (Sae)
X X
03/83 1 03/87
X X
05/89 1o 07/92
@ YOUR FOREIGN ACTIVITIES Yes No
@  Doyou have any foreignpraperty, kusiness conrections, or finencid irterests? X
@ Are you now or have youever beenemployedby or acted asa corsultant fa- a foreign government, firm, or agency? X
0 Have you ever had any contact with aforegn govermment, its estallishments (embassies or consulates) or its representatives, whether insideor autsice theU.S, other than on
official US Goverrment busiress? (Does not include routire visa apdlications and border crossingcontacts.)

@ Inthelast 7 years, have yau hadan active passport that was issuedby aforegn government ? X

If you answered " Yes" to a,b, ¢ ord above, explain inthe spacebelow: provideinclusivedates, names of firms andor govermmentsinvdved, andan explanationof yaur involvement.

Month/Year  Month/Year

To

Frmand/a Government

Explaration

To

@ FORHGN COUNTRIES YOU HAVEVISITED
List foreign countries you have visited exoept o travel under offiaal Government orders, beginning with the most current #1)and workirg badk 7 years. (Travel as adeperdent or cantrador nust ke listed.)
oseore of thesecodes toindicate the purposeof your uisit: 1 -Business  2-Heasure 3 - Education
.Includeshorttripsto Carada or Mexico. If you have lived near a border and have mack short (oneday a less)trips to the neighboring country, you do

not need to list eachtrip. Instead, providethe time period, the code, thecountry, ard ande (' Many Sort Trips").

.Do not repeat travel coveredinitems 9, 10, or 11.

4-Cther

Month/Year  Month/Year Code Courtry Month/Year  Month/Year Code Courtry
. 08/85 08/85 2 GERMANY w o
#2 To #4 To
This concludes Part 1 of this form. If you have used Page 9, continuation sheets, or bl ank sheets to complete any of the questions in Part 1, give the number
for those questions inthe space to theright: ‘
Enter your Social Security Numbe before going to the next page 000-00-0000

>
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Figure 5-6. Sample of a completed SF 86 (Continued)
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SadhrdForm86 Form approved:
Revised Setember 1995 QUESTIONNAIREFCR OB No, 3206-0007
US dficed Persomd Maregemert NATIONAL SECURTY PCSITIONS NSN 7540-00-634-4036
5 0RPats 731, 732,and 736 86-111
OFHCIAL
Part 2 U
ONLY
@ YOUR MILITARY RECORD Yes No
Have you ever received other than an hororable discharge franthemilitary? If * Yes," providethe date of discharge andtypeof dscharge below. X
Month/Year Type of Discharge
@) YOUR SELECTIVESERVICERECORD Yes No
@ Are you amale bornafter December 31, 19597 If "No," goto 21. If "Yes," gotob. X
@ Have you regstered withthe Slective Service Sstem? If "Yes," provide your registration nurrber. If "No," show the reason for yaur legal exemption below. X
Regist ration Nunber Legal Exemption Explaretion
8691836580
@D YOUR MEDICAL RECCRD Yes No
Inthe last 7 years, haveyouconsutedwitha mertal healthprofessianal psychatrist, psychdogist, caunselor, e c.)or have yau corsulted with and her health care provider about a mental X
health related condition?

If you answered " ¥es," provide the dates of treat ment andthe reme and address of the therapist or doctor bdow, unless theconsultation(s) involvedonly marital, family, or grief counseling, rot rdatedto violerce by

you.
MontHYear MontHYear Name/Address of Therapist or Doctor Sate ZIP Code
To
To
@ YOUR BMPLOYMENT RECORD Yes No
Has any of the following hagpenedto youinthe last 7 years? If "Yes," beginwith the mogt recent accurrenceand go badkward providirg date fired, cit, or left, and other informetion X
requested.
Use thefollowingcodes andexplan the reason your employment was ended:
1-Fredfromajob 3 - Left ajobby mutual agreement follovingallegatiors of miscanduct 5-Left ajobfa other reasons
2 - Quit ajob after being told 4 - Left ajobby mutual agreement follovingallegatiors of wnder unfavorable circumstances
you'dbe fired wsatisfactory performance
MonthYear Code Joecify Reason Employe’s Nameand Add-ess (Include aty/Country if outsice U.S) Sate ZIP Code
@ YOUR POLICE RECORD Yes No
For this item, report information regardless of whether therecordin your casehas been " sealed” o otherwisestrickenfranthe caurt recard. Thesirgleexception tothis requiremert isfor
certain convictions under the Federal Cortrolled Substances Ad for which the court issuedan expungemert order under the authority of 21 USC. 844 or 18 U.SC 3607.
X
e Have you ever beencharged with a convicted of any felony of fense? (Indudethoseunder UniformCodeof Miitary Justice)
@ Have you ever been charged with a cawidtedof afirearns or exposives of fense? X
@ Arethere currently any charges pending against you for any ariminl of fense? X
@) Haveyouewer been chergedwithor convicted o any offense(s) relatedto alcohol or drugs? X
e Inthe last 7 years, have you been sibject to court martial or other disciplinary proceedings uncer the UniformCodeof Military Justice? (Indudenondudicial, Gaptain’s nmast, etc.) X
e Inthelast 7 years, haveyou been arrestedfor, charged with or convicted of any offenses) not listed in response to g b, ¢, d, o e alove? (Leaveout trafficfines of less than $150
unless theviolationwas alcohol or drugrelaed.) X
If youanswered " Yes" toa, b, c, d,e, or f above, explainbelow. Unde " Offense," do nat list specific penalty codes, list the actual dfenseor violation (for examde, arson, theft, etc.).
MonthYear Offense ActionTaken Law Enforcement Authority/Court (Include City and county/country if outside U.S.)| Sate 2P Code

Enter your Socia Security Number before going to the next page

- 000-00-0000
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Figure 5-6. Sample of a completed SF 86 (Continued)
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@ YOUR USE OF ILLEGAL DRUGS AND DRUGACTIVITY
The following questions pertainto the illegal useof drugs a drug activity. Yau arerequredto arswer the questions fullyand trut hfully, andyour failure todo so codd begrowunds for an Yes No
adverse employment decision or actionaganst you but ndther yaur truthful responses nar irformation derived from your responses will be used as eviderce agairst you in ary subsequent
criminal proceeding.
e Sncethe age d 16 a inthelast 7 years, whichewver isshorter, have youillecally used any contrdledsubstance, for examde, marijuana, cocaine, aack cocaine, hashish, narcotics (goium, X
morphine, codeine, heroin, etc.) amyhetanines, depressart s (tarbiturates, methagualone tranquilizers, etc.), helludnogenics (LSD, PCP, etc), or prescription drugs?
w Have youever illegally useda cantroled subst ance whileemployed as a law erforcament of ficer, proseautor, or courtroom dficial; while possessinga security clearance; or while ina positiory
directly andimmediately af fectirg the public safety? X
G Inthelast 7 years, haveyoubeeninvolved in theillegal purchase, manufecture traficking, production transfer, shipping receivirg, or saleof any narcotic, depressant, stimuant, X
hallucinogen, or cannabis for your owninterded profit or that o andher?
If you answered " Yes" to aor babove providethe date(s), icentify thecontrolled substance(s)and/ar prescriptiondrugs used andthe number of times eachwas used.
Month/Year ~ Month/Year Controlled Substance/Prescription DrugUsed Number of Times Used
To
To
®d w |
YOUR USE OF ALCOHOL
Inthelast 7 years, has your useof alcoholic beverages (such as liguor, beer, wine) resultedin any alcoholrelaed treatment a counseling (such s for alcchol ebuseor alcoholism)? X
If you answered " es," provide the dates of treat ment andthe reme and address of the caunselor or doctor bdow. Do rot repeat informatian reportedin resporse toitem21 ebove.
Month/Year ~ Month/Year Name/Address of Counselor a Dactor Sate 2P Code
To
To
@D YOURINVESTIGATIONS RECORD Yes No
e Has the United Saes Gvernment ever investigated yaur backgraund and/or grarted you asecurity dearance? If "Yes," use the cades that followto provice therequested
informationbelow. If "Yes," bu youcant recall the investigatirg agency and/or the security dearance received, enter " Cther" agency cock or clearance code, as gopropriate, and
"Don't know " or "Don't recall" under the "Cther Agency" heading, belov. ¥ your responseis "No," or yau dont knowor can't recall if youwere investigatedand cleared, check X
the "No" box.
Codes for Investigating Agency Codes for Seaurity Clearance Recaved
1 - Defense Depart ment 4-mBl 0- Not Required 3-Top Secret 6-L
2 - Sate Depatment 5 - Treasury Department 1- Cafidential 4 - Sensitive Compatmerted Infornmetion 7-Cther
3-Oficeof Parsonnd Management 6 - Cther (ecify) 2-Secret 5-Q
Agency Clearance Agency Clearance
Month/Year Code Qhe Agency Code Mont h/Year Code Ohe Agency
0589 1 2
o R Yes No
To your knowledge, haveyouever had acleaanceor access authorizationdenied, suspended, a revoked, or have you ever been debarred fran government enploynent? If "Yes,"
give date of action and agency. Note: Anadministrativedowrgradeor termiretionof asecurity clearanceis na a revocation. X
Month/Year Departmert or Agency Taking Action Mont h/Year Departmert or Agency Taking Action
@ YOUR ANANCIAL RECORD Yes No
@ Inthelast 7 years, have yaufiled a petitionunder any chapter of the bankruptcy code (to include Chapter 13)? X
@ Inthelast 7 years, have you had your wages garnished or hadany froperty repossessedfor any reason? X
G Inthe last 7 years, haveyouhad alienplaced against your property for failirg topay taxes or other debts? X
GI Inthe last 7 years, have youhad ary judgments against youthat have nd beenpaid?
If youanswered "Yes" toa b, ¢, or d provide the infamatian requestedbelow:

MonthYear Type of Action Amount Name Actian Qocurred Uhder Name/Address of Court or Agency HardlingCase Sate 2P Code
Enter your Social Security Number before going to the next page - 000-00-0000
Page 8

Figure 5-6. Sample of a completed SF 86 (Continued)
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@ YOURFINANCIAL DELINQUENCIES Yes No
@ Inthelast 7 years, haveyou been over 180 days delinquent an any debt(s)? X
@ Aeyouarrendy over 90 days ddinquent onany deot(s)? X

If youanswered "Yes" toaa b, provide the information requested below:
Incured Satisfied Ao Type of Loan a Qoligation Name/Address of Credita or Cbligee Sate 2P Code
Month/Year MonthYear unt and Account Number
@) PUBLICRECORD CIVIL COLRT ACTIONS Yes No
Inthe last 7 years, have yau been a partyto ary pubic recordcivil cout adionsnot listed elsewhere onthisform? X
If you answered" Yes," providethe informationabott the public recordcivil court action requested kelow.
Month/Year Natureof Action Resuilt of Action Name d Parties Involved Court (Inde Gty and caurty/cauntry if at sice US.) Sate 2P Code

@ YOUR ASSOCIATION RECCRD Yes No
e Have you ever beenan officer or amemker or madea cantributionto an organizationdedicatedto the vident overthrow of the United Sates Governmert andwhich engagesin illegal

activities tothat end, knowing that the organizationengages in such activities with the specificintent tofurther such activities? X
@ Have you ever knowingly engaged in any actsor ectivities designed to overthraw the United Sat es Govemment by force? X

If you answered " ¥es" toa or b, exgain in thespacebelow.

@ontinuation Space

Use the continuation sheet (s) (SF86A) fa additional answer's toitems 9, 10,and 11. Use thespacebelowto cortinueanswers to dl other items andany informetion you woud like to add. F morespaceis needed than is
provided below, use a blank sheet(s)of paper. Sat each sheet with your rame and Sacial Security Number. Beforeeachanswer, icentify thenumber of theitem.

After completing Parts 1and 2of this form and any attachments, you shouldreview yaur arswersto dl questians tomakesuretheformis canplete andaccurate, andthensignand dat e the fdlowing cettificatian andsign
and datethe release onPage 10.

Certification That My Answers Are True

My staterrents on this fam ard any attachrentsto it, are true, conplete, andcorrect tothe best of my knowledge and belief and are medein good fath. | understandthat a
knowirg andwillfu false staterrent on this formcan ke punished by fine or inprisonrent a both  (See section 1001 of title 18, Unted SatesCode).

Sgnature@gninink) Date

Enter your Social Security Number before going to the next page - 000-00-0000

Page 9
Figure 5-6. Sample of a completed SF 86 (Continued)
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SaxhrdForm86 Form gpproved:

Revised Setember 1995 OMVB No. 3206-0007
US dficed Persomd Maregemat NSN 7540-00-634-4036
5RPats731,732,and736 86-111

UNITED STATESOF AMERICA
AUTHCRI ZATION FCR RELEASE OF INFCRMATION

Carefully read this authorization to release information about you, then sign and date it in ink.

| Authorize any investigator, specid agent, or other duly accredited representative of the authorized Federal agency conducting
my background investigaion, to obtain any information relaing to my activities from individuds, schools, resdential
management agents employers, criminal justice agendes, credit bureaus, consumer reporting agencies, collection agencies, retail
business establishments, or other sources of information. This information may include, but is not limited to, my academic,
residential, achievement, performance, atendance, discplinary, employment history, criminal history record information, and
financial and credit information. | authorize the Federal agency conducting my investigation to disclose the record of my
background investigation to the requesting agency for the purpose of making a determination of suitability or eligibility for a
security dearance.

I Understand that, for financial or lending ingitutions, medical institutions, hospitds, health care professionals, and other
sources of information, a separate specific release will be needed, and | may be contacted for such a release at a later date.
Where a separde release is requested for information relating to mental health treatment or counseling, the release will contain a
list of the specific questions, rdevant to the job description, which the doctor or therapist will be asked.

| Further Authorize any investigator, gpecid agent, or other duly accredited representative of the U.S. Office of Personnel
Management, the Federd Bureau of Investigation, the Department of Defense, the Defense Investigative Service, and any other
authorized Federal agency, to request criminal record information about me from criminal justice agencies for the purpose of
determining my eligibility for access to classified information and/or for assignment to, or retention in a sensitive National
Security position, in accordancewith 5 U.S.C. 9101. | understand that | may request a copy of such records asmay be available
to me under the law.

I Authorize custodians of records and sources of information pertaining to me to reease such information upon request of the
investigator, secid agent, or other duly accredited represntative of any Federal agency authorized above regardless of any
previous agreement to the contrary.

I Understand that the information released by records custodians and sources of information is for official use by the Federal
Government only for the purposes provided in this Standard Form 86, and that it may be redisclosed by the Government only as
authorized by law.

Copies of this authorization that show my signature are as vaid as the original release signed by me This authorization is valid
for five (5) years from the date signed or upon the termination of my affiliation with the Federal Government, whichever is
sooner. Read, sign and date the release on the next page if you answered "Y es' to question 21.

Sgnature@gnin ink) Full Name (Type a Rint Legibly) Date Sgned

ROBERT LOUIS JONES, JR.

Cther Names Used Social Scurity Number
BOBBY 000-00-0000
Currert Address(Qreet, Qty) Sate 2P Code Home Teleptone Number
0000 ANY STREET, LOUISVILLE (et Areacodd
’ KY 00000 ( 000 ) 000-0000

Page 10
Figure 5-6. Sample of a completed SF 86 (Continued)
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SaxkhrdForm86 Form goproved:

Revised September 1995 OVB No. 3206-0007
US. dficed Persormd Maregemernt NSN 7540-00-634-4036
5 RParts 731,732,and 736 86-111

UNITED STATESOF AMERICA
AUTHORIZATION FOR RELEASE OF MEDI CAL INFORMATION

Carefully read this authorization to release information about you, then sign and date it in ink.

Instructions for Completing this Release

This is arelease for the investigator to ask your health practitioner(s) the three questions below concerning your mental health
consultaions Y our signature will allow the practitioner(s) to answer only these questions.

| am seeking assignment to or retention in a position with the Federal government which requires access to classified national
security informaion or specid nuclear information or material. As part of the clearance process, | hereby authorize the
invedigator, specid agent, or duly accredited representative of the authorized Federal agency conducting my background
investigation, to obtain the following information relating to my mental health consultations:

Does the person under investigation have a condition or treatment that could impair hisher judgment or reliability,
particularly in the context of safeguarding classified national security information or special nuclear information or
material ?

If so, please describe the nature of the condition and the extent and duration of the impairment or treatment.

What isthe prognosis?

| understand the information rdeased pursuant to this release isfor use by the Federa Government only for purposes provided in
the Standard Form 86 and that it may be redisclosed by the Government only as authorized by law.

Copies of this authorization that show my signature are as vaid as the original release sighed by me. This authorization is valid
for 1 year from the date signed or upon termination of my afiliation with the Federal Government, whichever is sooner.

Sgnature(Sgn in ink) Full Name (Type a Rint Legibly) Date Sgned
ROBERT LOUIS JONES, JR.
Othe Names Used Social Security Number
BOBBY 000-00-0000
Currert Address(Sreet, Qity) Sate 2P Code Home Teleptone Number
(Incluck AreaCode)
0000 ANY STREET, LOUISVILLE KY 00000 ( 000 ) 000-0000

Figure 5-6. Sample of a completed SF 86 (Continued)
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Verification of Naturalization
or Residency Status
(For use of this form see USAREC Reg 350-12)

A. Citizenship by naturalization:

| have this date seen the original certificate of citizenship, Number

(or certified copy of the court order establishing citizenship) stating that (Name) __ Robert L.
Jones) was admitted to the United States citizenship by the

court of

at (city and state)

on (date)

B. Citizenship through naturalization of parent:

| have this date seen the original certificate of citizenship, Number
issued to (Name) _Robert L. Jones by the Immigration and Naturalization

Service, Department of Justice, stating that (Name) _ Robert L. Jones acquired
citizenship on (date)

C. Noncitizen who has declared his/her intention to become a citizen of the United States:

| have this date seen the original Alien Registration Receipt Card 1-151, bearing
Number issued to (Name) Robert L. Jones

on (date)

Date Signature of Army Officer
or Notary Public

*% *%
Seal Printed Name

USARECFmM 1163, 1 Apr 98
Figure 5-7. Sample of a completed USAREC Fm 1163
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RCRO-SM-CH (165) Day Month Year
MEMORANDUM FOR Chief of Chaplains, ATTN: DACH-PER, 2700 ARMY PENTAGON.
WASHINGTON DC 20310-2700

SUBJECT: Request for Moral Waiver

1. I requested a waiver for the following offense: (State specificall y with what you were charged. )
2. Date of offense: (Month and year)
3. Place of offense: (City, county, and state)

4. Final disposition of charges: (Fine, community service, extra duty, letter of reprimand,
probation, reduced to (be specific), etc.).

5. Mitigating circumstances and/or reasons waiver should be granted: (Show circumstances and
positive behaviors since offense.)

(signature)

FULL NAME

TITLE (RANK)

Social Security Number

Figure 5-8. Sample request for moral waiver
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Appendix A
References

Section |
Related Publications

AR 40-501
Standards of Medical Fitness.

AR 135-100
Appointment of Commissioned and Warrant Of-
ficers of the Army.

AR 135-175
Separation of Officers.

AR 140-185
Training and Retirement Point Credits and Unit
Level Strength Accounting Records.

AR 165-1
Chaplain Activities in the United States Army.

AR 600-9
The Army Weight Control Program.

AR 601-210
Regular Army and Army Reserve Enlistment
Program.

USAREC Reg 350-6
Recruiter Production Management System.

USAREC Reg 600-22
Assignment of Enlistment Processing Responsi-
bility.

USAREC Reg 601-73
Missioning Procedures.

USAREC Reg 601-85
Total Army Involvement in Recruiting.

USAREC Pam 350-7
Recruiter Salesmanship.

Section Il
Required Forms

USAREC Fm 200-7
Chaplaincy Prospect Data Record.

USAREC Fm 533-C
Chaplaincy Processing List.

USAREC Fm 539-A
Lead Refinement List (Continued).

USAREC Fm 1161
Chaplain Graduate School Data Sheet.

USAREC Fm 1162
Chaplain Mentor Roster.

USAREC Fm 1163
Verification of Naturalization or Residency
Status.

USAREC Fm 1164
U.S. Army Reserve Chaplain and Chaplain Can-
didate Application Document Checklist.

Section Il
Related Forms

DA Form 61
Application for Appointment.

DA Form 1380
Record of Individual Performance of Reserve
Duty Training.

DA Form 3574

Certificate of Acknowledgment and Under-
standing of Service Requirements for Individuals
Applying for Appointment in the USAR Under the
Provisions of AR 135-100 or AR 135-101, As
Applicable, Individuals Without Prior Service.

DA Form 3575

Certificate of Acknowledgment and Under-
standing of Service Requirements for Individuals
Applying for Appointment in the USAR Under the
Provisions of AR 135-100 or AR 135-101, As
Applicable, Individuals Without a Statutory Serv-
ice Obligation.

DD Form 214
Certificate of Release or Discharge From Active
Duty.

DD Form 368
Request for Conditional Release From Reserve
or Guard Component.

DD Form 2088
Ecclesiastical Endorsement Agent Certificate.

DD Form 2246
Applicant Medical Prescreening Form.

JUST Form FD 258
Federal Bureau of Investigation Fingerprint

Card.

SF 86
Questionnaire for National Security Positions.

SF 88
Report of Medical Examination.

SF 93
Report of Medical History.

UPDATE ¢ USAREC Reg 350-12
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Appendix B
Planning Guide

The planning guide is organized into three sec-
tions.

a. Yearly section. A single page used to dis-
play major events or activities which are planned
far in advance. Entries made on this page are
ultimately reminders for the monthly and/or daily
section of the planning guide. Some examples
follow:

(1) National faith group conferences.

(2) Selection boards.

b. Monthly section. A separate page for each
month of the year used to record mid-range
plans. Entries in this section are typically moved
to the daily section as planning details, dates,
and times become firm. Some examples follow:

(1) Training. Individual and Chaplain Re-
cruiting Branch events.

(2) Graduate school visits.

(3) Local faith group conferences.

(4) Total Army Involvement in Recruiting
events.

(5) Leaves.

c. Daily section. A single page dedicated to
each day of the year on which specific events or
actions are scheduled. Referred to as the short-
range plan, this section provides a listing of all
activities which will consume a CR’s time. Un-
programmed time must be well managed to ac-
complish lead generation and prospecting activi-
ties, the keys to consistent mission accomplish-
ment. Some examples follow:

(1) Lead generation activities.

(2) Sales interviews and applicant and
prospect followup.

(3) Prospecting activities.

(4) Processing of CH/CC applicants.

(5) Administrative and logistical duties, per-

sonal affairs, travel time, etc.
NOTE: This appendix authorizes the use of per-
sonal planners. This personal planner must
have a yearly, monthly, and daily section. Addi-
tionally, the same filing instructions as the com-
mand selected planning guide will apply.

32
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Appendix C
Chaplaincy Prospect Data Record

USAREC Fm 200-7

Initiate USAREC Fm 200-7 (fig C-1) after a
prospect agrees to an appointment. Complete
the PDR as much as possible with information
obtained from blueprinting and during the initial
contact. After the initial contact there is some
obvious information that must be recorded on the
PDR (e.g., name, address, telephone number,
etc.). The CR should record the information that
will be useful when conducting the interview.
Time, distance, and problems unique to their
recruiting market may dictate that other specific
information be recorded. After the completion of
a sales presentation the PDR should be com-
pleted to the fullest extent possible. A fully com-
pleted PDR will be used to complete the entries
on the USAREC Fm 533-C, USAREC Fm 539-A,
and ensure application is completed. The more
information recorded will help surface any possi-
ble problems that will affect the timely processing
of the applicant.

a. Section |, Personal Information. (Atthe top
right of the form, place an X next to the appropri-
ate program for which the prospect is qualified.)

(1) Name. Enter the prospect’s legal name as
verified by social security card. Last name,
first name, and middle name. Include Jr., Sr., I,
11, etc.

(2) SSN. Enter the social security number
(SSN).

(3) Telephone Numbers. Enter the

prospect’s home and work telephone numbers,
to include area code.

(4) Home Address. Enter the address where
the prospect is living. List number, street, city,
county, state, and ZIP Code. State may be ab-
breviated.

(5) Ht. Enter height in inches. Enter in pencil
until verified.

(6) Wt/BF%. Enter weight to the nearest
pound. Enter in pencil until verified. Enter appli-
cant’s body fat percentage if applicant exceeds
the maximum allowable weight and the body fat
percentage is being used for processing. In-
structions for calculating body fat percentage are
in AR 600-9.

(7) DOB. Enter date of birth (YYMMDD).

(8) Gender. Enter “M” for male or “F” for
female.

(9) Faith Group. Enter the official name of the
faith group that will endorse or approve the
prospect

(10) Ordained. Enter yes or no, as appropri-
ate.

(11) Citizen. Enter country of citizenship.

(12) PS. Enter yes or no, as appropriate.

(13) Service. Enter branch of service for
those with PS.

(14) Years. Enter number of “good” reserve
years.

(15) Rank. Enter current or highest rank
achieved.

(16) RE Code. Enter code as verified by DD

Form 214 (Certificate of Release or Discharge
From Active Duty).

(17) Clearance. Enter type of security clear-
ance currently held.

(18) Undergrad Institution. Enter the name of
the school the prospect received his or her bac-
calaureate degree.

(19) Graduate Institution. Enter the name of
the school the prospect is attending or has re-
ceived his or her qualifying degree.

(20) Yr Grad. Enter the year the prospect
received the graduate-level degree or the antici-
pated year of graduation.

(21) Degree. Enter the graduate degree re-
ceived or the degree towards which currently
being worked.

(22) Credits. Enter the semester credits
earned at the graduate level by the prospect at
the time of last contact. (To convert quarter
hours to semester, multiply by two-thirds.)

b. Section Il, Unit Information.

(1) Initial Interview. Enter date (YYMMDD)
initial interview is considered the initial contact.

(2) Physical. Enter date of appointment
physical (YYMMDD).

(3) Transcript Request. Enter the date re-
quest for transcripts was made (YYMMDD).

(4) Endorsing Agent. Enter the endorsing
agent’'s name and telephone.

(5) CH Interviewer/Date. Enter the name of
the interviewer for the chaplain prospect and the
date of the interview (YYMMDD). Use pencil
until the interview has occurred.

(6) Source. Annotate specific lead source
based on paragraph 3-5. Use the appropriate
code listed below:

(a) SEM. The prospect was generated during
a school visit.

(b) CONF. The prospect was generated dur-
ing a faith group conference.

(c) CHRCTR. The prospect was generated
directly by you during a planned prospecting
effort (i.e., visiting a church, talking with someone
in a restaurant, walking down the street in uni-
form and someone approaches you, etc.).

(d) RCTR. An enlisted (or Army Medical De-
partment) recruiter puts the individual in touch
with you through their contact with the prospect.

(e) LEADS. Prospect was gotten through the
Lead Evaluation and Distribution System lists we
fax to you.

() MAIL. Interest was generated by a mailing
by USAREC or yourself.

(g) ADCH. Prospect was referred to you by
an active duty (AD) chaplain.

(h) RCCH. Prospect was referred to you by
a USAR chaplain.

(i) CAND. Prospect was referred to you by a
current chaplain candidate.

()) AD. Prospect’s interest was generated by
an advertisement.

(k) EA. Prospect was referred to you by an
endorsing agent.

() COl. Prospect’s interest was generated by
a COl (i.e., seminary professor, military officer,
retired chaplain, mayor of town, etc.).

UPDATE ¢ USAREC Reg 350-12

(m) PS. Prospect’s interest was self-gener-
ated as a result of prior military service.

(n) WWW. Prospect’s interest is generated
by the chaplain home page on the World Wide
Web.

(n) OTH. Anything that doesn't fit into the
above categories.

(7) Medical, Legal, or Other Concerns. Enter
potential medical or other problems that surface
during the prequalification or interview. Use the
DD Form 2246 and supplemental medical pre-
screening form to identify any potential prob-
lems.

(8) Waivers. Place an “X” on the line repre-
senting the appropriate waiver.

(9) Waiver Status. Place an “X” on the line
representing the waiver status.

(10) Packet to USAREC. Enter date
(YYMMDD) complete packet was forwarded to
HQ USAREC for QC check.

(11) Packet to DACH. Enter date (YYMMDD)
board-ready packet was forwarded by HQ
USAREC to Department of the Army Chaplain
(DACH).

(12) MSN Credit Date. Enter date
(YYMMDD) packet was accepted by DACH.

c. Section Ill, Mission Credit Information.

(1) Bde. Enter Rctg Bde of credit.

(2) RSID. Enter chaplain recruiting station
identification (RSID) code.

(3) Chaplain Recruiter of Credit. Enter the
name and rank of the CR of credit.

(4) Referring Enlisted Recruiter.

(a) Name. Enter the name of the USAREC
recruiter who referred prospect. This information
is collected for award point purposes.

(b) SSN. Enter the referring recruiter’'s SSN.

(c) RSID. Enter the referring recruiter’'s RSID
number.

(c) PHONE. Enter the referring recruiter’s re-
cruiting station phone number, to include area
code.

d. Section IV, Remarks and Followups.

(1) Remarks.

(a) Enter results of conversation after ap-
pointment is made and any other pertinent infor-
mation.

(b) Results of initial interview. A brief synop-
sis of what was discussed during the initial inter-
view, to include the individual’'s needs and inter-
ests and what was discussed by the CR in sup-
port of them.

(2) Followup activities. Any information re-
garding face-to-face, telephone interviews, at-
tempts, name and SSN of referrals updated upon
selection, etc. (Use of a plain sheet of paper is
authorized and can be attached and used for
additional information.)
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Chaplaincy Prospect Data Record Chaplain X
(For use of this form see USAREC Reg 350-12) Staff Specialist

Privacy Act Statement

Authority: Collection of the information requested by the recruiter and recorded on this form is authorized by sections 508, 505, and 510 of title 10 of the U.S. Code.
Principle Purpose: To provide such data as is required by the recruiter to contact and process individuals for the USAR Chaplain/Chaplain Candidate Officer Program.
Routine Uses:

a. Used by the recruiter to contact and process interested individuals.

b. Used by the recruiter in such routine contacts as may be necessary to verify information provided by the individual.

c. Used by the recruiter to transcribe data onto required forms.

d. Used by recuiting personnel in the formulation of market data to determine current recruiting trends.
Effect of Not Providing Information: Disclosure by the individual of the information requested is entirely voluntary; failure to provide this information, however,
will result in discontinuance of prospect’s processing.

SECTION | NAME (Last, First, Middle) SSN HOME PHONE # (101) 555-7777
JOHNSON, ZACHARY ADAM 800-11-0000 WORK FHONE # (101) 555-1111
HOME ADDRESS (Number, Street, City, County, State, ZIP Code) HT WT/BF% DOB GENDER
234 Old Ironsides Ave., Anytown, CA 95678 71" 201/22% 590106 M
FAITH GROUP ORDAINED | CITIZEN PS SERVICE | YEARS | RANK RE CODE |CLEARANCE
ROMAN CATHOLIC YES u.s. YES USARMY | 9 SSG 1A N/A
UNDERGRAD INSTITUTION GRADUATE INSTITUTION YR GRAD | DEGREE | CREDITS
Indiana University, Bloomington, IN St. Meinrod School of Theology, IN 95 M. Div 94
SECTION I INITIAL INTERVIEW | PHYSICAL | TRANSCRIPT REQUEST |ENDORSING AGENT CH INTERVIENER/DATE
971211 971222 971223 Bishop Glynn CH Peterson
SOURCE MEDICAL, LEGAL, OR OTHER CONCERNS (333) 888-0000 980113
RCCH Back Surgery ‘90 - No problem since
WAIVERS: WAIVER STATUS: PACKET TO USAREC |SECTION IlI|[BDE 6 RSID:
980115 CHAPLAIN RECRUITER OF CREDIT
_ MORAL X APPROVED PACKET TO DACH CH (MAJ) JONES
X :;/l I;lélgéé DISAPPROVED 980119 EiF'\IjI;RING ENLISTED RECRUITER
AGE DATE 980107 MSN CREDIT DATE Son
DA POLICY 980127 PHONE RSID:
SECTION IV

DATE | REMARKS AND FOLLOWUPS:

971211 Met with Father Johnson at Rectory. Has talked with Bishop about USAR service, wants to take physical and see gbout

971215 Has documents for medical exam - has been to see recruiter - will physical on Dec 22.

971222 Called in said her was recommended for a waiver. Will request transcripts tomorow.

971223 1305 NA - LM on machine; 1710 - NA (sent Application Worksheet).

971227 1000 - Said he sent request for transcripts, told him to look for worksheet in mail.

980103 Called in with question on worksheet. Said he should be finished by Wed (7 Jan).

980109 Received worksheet and will fill out this afternoon. (HQ told me waiver was approved.)

980112 Sent application for signatures. 1400 - he knows it is coming.

980114 Received application, signed it, and overnight mail to HQ.

980115 HQ said they received it.

980119 HQ called to say it was forwarded to DACH.

980119 0915 - NA, 1030 - Told Father Zach that packet was sent forward, he should hear about the board by end of February.

980127 DACH gave credit for packet.
USARECFm 200-7, 1 Apr 98

Figure C-1. Sample of a completed USAREC Fm 200-7
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ADDITIONAL INFORMATION

980128 1400 - NA - LM. 1700 - NH, out of town till 20th.

980220 Notified Fr. Zach that he was approved - briefed him on what to expect.

980310 Fr. Zach called wth referral of seminarian Patrick Mulroney, 111-27-3735, (101) 555-6789.
980408

Called in received Oath of Office - wants me to perform ceremony. Will arrange it for Apr 24th.

Figure C-1. Sample of a completed USAREC Fm 200-7 (Continued)

UPDATE ¢ USAREC Reg 350-12
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Appendix D
Lead Refinement List

a. USAREC Fm 539-A (fig D-1) is self-ex-
planatory except for the “Attempts” block. Use
this block to record unsuccessful attempts in
pencil only. The date and time will be recorded
for each attempt. Annotate each actual contact
with the individual listed as a “lead” in ink in the
appropriate 1st, 2d, 3d, etc., column. The block
labeled “Blueprint Info” will be used to document,
as a minimum, faith group and education level.
NOTE: A contact is defined as a personal con-
versation with the prospect, however, second-
hand information regarding death or handicap
also constitutes a contact.

b. LRL attempt codes:

(1) SV - Graduate school visit.

(2) FC - Faith group conferences.

(3) TC - Telephone call.

(4) HC - House call.

(5) MO - Mail out (not to be construed as a
contact).

(6) NA - No answer or not available.

(7) NH - Not home.

¢. Unsuccessful attempts can be sent a MO
(mail out) or will be annotated with either HC
(house call), TC (telephone call), or SV (school
visit) followed by these LRL attempt codes:

(1) NA - No answer or not available.

(2) NH - Not home.

(3) LM - Left message.

d. LRL disposition codes:

(1) 200 = Lead becomes a prospect (agreed

to appointment). The code 200 is a permanent
entry once entered. No other annotation is
necessary unless USAREC Fm 200-7 is termi-
nated or applicant is DA select. Leave code 200
and annotate the appropriate additional code
from the list below:
NOTE: These codes are used in the code box
until a 200 entry is made. Once the 200 entry is
made these codes are placed under the code
box with the 200 entry.

(2) F = Lead unwilling to commit. Near-term
followup required. At a minimum indicate rea-
son(s) for next followup. Indicate future followup
by placing the “FU month” in the margin (in
pencil) right of the “Results Code” box. Addition-
ally, placing an entry of next FU in the planning
guide is recommended.

(3) U=Lead found to be unqualified. Indicate
reason.

(4) M = Lead moved out of zone. Forward to
CR nearest new address (indicate how verified).

(5) X = Unable to contact lead. (This implies
reasonable efforts have been made.)

(6) NI = Proved to be totally without interest
in the Chaplain Program. Indicate reasons.

(7) CH or CC = DA selected.
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ATTEMPTS
LEADS Type/Time/Date TIME/DATE AND RESULTS OF CONTACTS CODE
Name: HC/NH 1730 1st 2d 3d
Davidson, John O. 14 Aug 96 TC 960825 1030 F
MO 960815 \é\{gr?(t)sptgetglr(e\,\g(t;ting
Phone: (777) 777-7777 appointment.
Address: 810 Round Dr.
Arlington, TX BLUEPRINT INFO 4th 5th 6th
Roman Catholic Priest
ZIP Code: 80008 38 yrs old
Name: SV 960817 1st 2d 3d
Davis, John M. Interested in applying 200
for Chaplain Candidate.
Phone: (555) 555-5555 Fully qualified
W# (555) 555-5551 ya :
Address: 410 Rock Rd.
Dallas, TX BLUEPRINT INFO 4th 5th 6th
2d yr. M. Div @
ZIP Code: 00000 Southwestern Theo Sem.
So. Bapt.
Name: TC/NA 1800 1st 2d 3d
DeValle, David L. 20 Aug 96 TC 1900 21 Aug 96 200
David has P3 under U
Phone: (111) 111-1111 L
Address: 202 River Rd.
Ft. Worth, TX BLUEPRINT INFO 4th 5th 6th
PUSA
ZIP Code: 00001 Prior Service enlisted
Enrolled M.Div
Name: TC 1500 960912 NA 1st 2d 3d
Johnson, Harold P. TC 1000 960913 LM TC 1900 960916 NI
Prospect was referral,
: said he can't serve in
Phone: (222) 1987-6543 Army Chaplaincy be-
cause of Church Fellowt
Address: 1717 Post Rd. ship Doctrine.
San Antonio, TX BLUEPRINT INFO 4th 5th 6th
Luthern
ZIP Code: 99999 (Wisconsin Synod.)
USAREC Fm 539-A, Rev 1 Sep 95 (Previous editions will be used)
Figure D-1. Sample of a completed USAREC Fm 539-A
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Appendix E
Chaplaincy Processing List

E-1. Procedures

Rctg Bde USAR S3 and CR will complete
USAREC Fm 533-C (fig E-1) in accordance with
this appendix. All entries except the “Remarks”
block and “Mission” line will be made in ink.

E-2. Policies

a. A separate USAREC Fm 533-C will be
maintained for each CR. All applicants who are
interviewed and agree to process will be entered
on the USAREC Fm 533-C.

b. A new USAREC Fm 533- C will be started
quarterly. Maintain the current plus the last two
completed USAREC Fm 533-C in the manage-
ment binder. Place all applicants still considered
active from the previous USAREC Fm 533-C
onto the current USAREC Fm 533-C. The CR
will enter C/F (carried forward) to the left of any
prospect’s name which was carried forward from
a previous USAREC Fm 533-C.

c. Although each USAREC Fm 533-C entry
must ultimately be closed by DA board selection,
loss of interest, or termination; a closed record
does not necessarily mean termination of PDR.
The CR may determine that the applicant is not
sufficiently interested in further processing to
warrant near-term followup and establish a more
realistic suspense date in the future. In this case,
the CR will terminate the USAREC Fm 533-C
record with the annotation LI (lost interest) in the
“Remarks” block and the PDR will be annotated
and suspended in the PDR file system. The
planning guide will also be posted with the action
required.

E-3. Instructions for completion of USAREC
Fm 533-C

a. Recruiter.Enter rank and CR’s last name.

b. Quarter Initiated and Fiscal Year. Enter
the quarter the USAREC Fm 533-C is initiated
and the current fiscal year.

c. Mission line. Update missions quarterly
and achievements as they occur.

d. Name. Enter applicant’s last name and
first initial.

e. Faith Group. Enter applicant’s faith group.

f. CH/CC. Enter CH for chaplain or CC for
chaplain candidate.

g. Initial Interview Date. Enter date
(YYMMDD) of initial interview with applicant.
Should be same as on PDR.

h. Physical date. Enter date scheduled to
take the physical.

i. Endorse Date. Enter date of endorsement
from endorsing agent.

j. Waiver. If no waiver, leave blank. If a
waiver is run, enter type of waiver:

(1) Moral

(2) Medical.

(3) Re code.

(4) Age.

(5) DA policy.

(6) Rank.
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k. Packet Sent to USAREC. Enter date
packet was forwarded to HQ USAREC.

|. Lead Source. Enter lead source based on
paragraph 3-5, using codes as provided in ap-
pendix C.

m. Remarks. Enter the date and disposition
in accordance with the following:

(1) AA = Awaiting action from HQ USAREC
(explain).

(2) AD = Awaiting documentation (explain).

(3) LI = Lost interest.

(4) T = Terminated.

(5) PDQ = Permanently disqualified (explain).

(6) TDQ = Temporarily disqualified (explain).

n. Quarter Credit Rec’'d. Enter the recruit
ship month in which mission credit was received.

0. DA Select: Enter date of DA select or non-
select.
NOTE 1: Place C/F to the left of any prospect’s
name that was carried forward from a previous
USAREC Fm 533-C.
NOTE 2: Use pencil entries in “Remarks” block
until disposition is finalized.
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CF

CF

CF

Chaplaincy Processing List
(For use of this form see USAREC Reg 350-12)

RECRUITER: _CH (MAJ) Jones QUARTER INITIATED: 3
CURRENT QTRMSN: 2 / 7 CURRENT QTR ACH: 2 / 4 YTD MSN: 12 ; 16 YTD ACG: 8 / 15 FISCAL YEAR: 98
CHICC CHICC CHICC CHICC
INITIAL PACKET QUARTER
NAME FAITH |CH/CC|INTERVIEW |[PHYSICAL |[ENDORSE| WAIVER | SENT TO | LEAD REMARKS CREDIT DA

GROUP DATE DATE DATE USAREC | SOURCE REC'D | SELECT
JOHNSON, Z. RC CH 971211 971222 980113 | Medical | 980115 RCCH | Will do swear-in ceremony 24 Apr 98 JAN | 980218
BROWN, L. EPISC CH 980302 Moral ADCH 980303 - AA - Needs Moral Waiver
YATES, M. ccce cC 980305 980317 980319 SEM 980320 - AD - Appl requested DD 214
HENDRICKS, R. LUTH cc 980406 SEM 980420 - LI - Wife said No
MILLS, M. NBC CH 980409 980419 CONE 980419 - PDQ - Diabetes
BARBER, L. AOG CH 980411 980417 980413 Medical WWW 980425 - TDQ - OW - 25% BFA
NOLAND, R. CFGC cc 980416 980428 CHRCTR | 980430 - T - Can't get endorsed
SZASZ, S. GARB CH 980421 RCCH 980430 - Will set up physical in May
VANN, R. SBC cc 980422 980513 980423 | Age Www 980430 - Waiting for W/S
RATIGAN, P. PAW CH 980422 980427 980430 980513 RCTR 980514 - AA - QC by HQ
FRANTZ, M. PCUSA |CH 980424 980429 Medical CONF 980511 - AA - Waiver at USAREC
SWANK, V. umc cc 980425 980429 980430 980508 LEADS | 980712 - AA - Natification of board MAY
USAREC Fm 533-C, 1 Apr 98

Figure E-1. Sample of a completed USAREC Fm 533-C
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Appendix F
Effective School Program

CR are responsible for many graduate theologi-
cal schools within their Rctg Bde boundaries.
Each of these schools has limited availability for
the CR to make presentations, contact
prospects, set up booths, etc., so it is vital that
the CR have maximum impact when implement-
ing the school program. The keys to an effective
school program are:

a. Visits. Schedule visits 3 to 6 months in
advance by contacting the appropriate school
officials, usually the Dean of Students, admis-
sions officer, event coordinator, etc. Don't limit
visits to just booths; if possible, seek opportuni-
ties to speak in chapel, to classes, to participate
in special events, and any other occasion that
may be appropriate.

b. School directories. Get a list of students, if
at all possible. To maximize the impact of a visit
it is recommended that the CR attempt to reach
the students telephonically prior to the visit for
the purpose of scheduling sales interviews.

c. COl. Develop a good working relationship
with the COI in each of the schools.

d. Chaplain mentors. Use mentors to extend
CR coverage and influence (see app G).

e. USAREC Fm 1161 (fig F-1). The purpose
of this form is to provide CR and their supervisors
a historical reference of past and present per-
formance and productivity. This form provides a
systematic method for compiling and recording
essential data on each school.

(1) Requirements. Fill-in thoroughly a
USAREC Fm 1161 on every “A” and “B” priority
graduate-level theological school within the Rctg
Bde boundaries. Get as much information as
possible on priority “C” institutions. Use black ink
or typewritten entries except where noted. An
explanation of the required information follows:

(a) School, Telephone, Address, and Con-
tact. Enter specific information on the institution.
Enter the name of the person who assists in the
arrangements for your school program.

(b) School Profile for SY. Enter the dates of
the SY for which the form is being prepared.

(c) Calendar System. Check whether the
school is on a quarter or semester system.

(d) School Priority. Place priority “A,” “B,” or
“C" as applicable per paragraph 3-7a.

(e) Dates. Enter the first day of classes and
the last day of classes for each semester or
quarter, as applicable. The WTR (winter) block
will only be used for schools on the quarter
system.

(f) Predominant Faith Group/Denomination.
Check appropriate category and fill in blanks as
appropriate.

(9) Full-Time Enrollment by Degree Program/
Gender. Enter the number of students for each
of the degree programs by gender in the appro-
priate blocks. The degree programs are:

1. M.Div = Master of Divinity.

2. S.T.M. = Master of Sacred Theology.

3. Th.M. = Master of Theology.

40

4. Other Mstr = Any other Master Degree
programs.
. D.Min. = Doctor of Ministry.
. Th.D. = Doctor of Theology.
. S.T.D. = Doctor of Sacred Theology.
. Ph.D = Doctor of Philosophy.
. Other Dr. = Any other doctoral programs.

(h) Production Accomplishments. Enter the
number of candidates recruited in the current SY
(in pencil) and the last 3 SY in the accomplished
column. Identify the CR’s goal for those years
and the current SY and enter the number in the
“Goal” column. The goal should be a reflection
of past accomplishments and the CR’s knowl-
edge of the propensity for Army service by stu-
dents of the institution. It is a way for CR to plan
their activities and drive their production.

(i) Current Candidates. List chaplain candi-
dates attending this institution. They are a good
resource for referrals and opening doors in the
school.

() Centers of Influence. List the appropriate
persons as applicable for the school.

(k) School Visits Planned. Enter the date(s)
the visit(s) is planned in pencil and change to ink
when confirmed with the school.

() Special Dates, Celebrations, or Occasions.
Enter the date and event or occasion of any
unique or special programs that may represent
an opportunity to reach more people. For in-
stance, convocations, reformation lectures,
alumni days, etc.

(m) School Visit Restrictions. Annotate any
restrictions the institution may place on the CR’s
access to the campus and/or students.

(n) Location(s) of RPI Display(s). Enter the
specific location of any advertising the CR has
placed in the school. The CR should be sure to
check the display(s) whenever possible and up-
date whenever necessary.

(o) School Directory List Information. Enter
any information pertinent to the obtaining of a
student directory. Specifically address availabil-
ity of the list, who provided the list, and when a
new list may be available.

(p) Result of Visit(s). Record the date and
activities surrounding each visit to the school.
Make special note of the number of qualified
contacts and appointments made, application
worksheets distributed, and any other production
activity. This is one of the most important entries,
as it gives the CR and their supervisors historical
data on the productivity of a particular institution.

(2) Filing and disposition. Initiate USAREC
Fm 1161 on 1 July of each year or the next
available workday.

(a) The CR will hold the current year data
sheets within the CR’s Production Management
Binder. It is the CR’s responsibility to keep the
information current in accordance with this ap-
pendix.

(b) The CR will maintain the past 4 years’ data
sheets in their inactive files. All data sheets
exceeding the current SY plus 4 years may be
destroyed if no longer valuable as a historical
document.

I© 0 N o o
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CHAPLAIN GRADUATE SCHOOL DATA SHEET
(For use of this form see USAREC Reg 350-12)

scHooL: General United Theological Seminary TELEPHONE: (111) 555-2222
ADDRESS: 12345 E. College Ln., Anytown, KY 40600 CONTACT: Rev. Matthew Brady
SCHOOL FROFILE FORSY:  97/98 Calendar System (check): | | QTR SEM SCHOOL PRIORTY: B
START END START END START END
DATES: FaLL: | 4Sep | 19 Dec WTR (if appl): spr | 2Jan 22 May

PREDOMINANT FAITH GROUP/DENOMINATION (Check category and fill in blank as appraopriate):

| |romcatH | JuewmisH | |musum [ |orTHO [ | PROT(B) PROT(NIB) Interdenominationa
FULL-TIME ENROLLMENT BY DEGREE PROGRAM/GENDER:
M.Div S.T.M./Th.M Other Mstr D.Min. Th.D./S.T.D. Ph.D Other Dr. TOTAL
Male 237 0 162 27 0 0 0 426
Female 42 0 143 2 0 0 0 187
PRODUCTION ACCOMPLISHMENTS: CURRENT CANDIDATES (if additional space required, use back):
GOAL ACCOMPALISHED NAME PHONE
CURR SY 3 1 Sanchez, David (111) 555-1928
LAST sY 1 2 Vanderkwast, Molly (111) 555-2819
2D PREV SY 0 1 Smythe, George (111) 555-8291
3D PREV SY 1 0

CENTERS OF INFLUENCE

PRESIDENT: _ Dr. Louis Green SECRETARY:__Ms. Thelma Barnes
DEAN OF STUDENTS: Dr. Robert Pean REGISTRAR: Mr. David Mann
DEAN OF ADMISSIONS: Rev Micah Webster STUDENT BODY PRES: Zechariah Jackson

USARMEMBERS: _ David Mann, Rev. Jill Marie (History Prof), Luke Robertson (Custodian)
CHAPLAIN MENTORS:

SCHOOL VISITS ALANNED:

18-20 Sep 97; 26 Feb 98
SPECIAL DATES, CELEBRATIONS, OR OCCASIONS:

Convocation - 4 Sep 97; National Prayer Breakfast - 26 Feb 98

SCHOOL VISIT RESTRICTIONS:
None

LOCATION(S) OF RPI DISFLAY(S):
Student Lounge, Library

SCHOOL DIRECTORY LIST INFORMATION (Availability, Who, When):
Available 1 Oct 97 - see Matthew Brady

RESULT OF VISIT(S) (Highlight qualified contacts made, appointments macde, application worksheets given, physicals scheduled. etc.):
18-20 Sep 97 - 15 good contracts, 5 appts made, 3 worksheets, 1 physical scheduled, will followup with others. Goodaskegbtiomeirn

for Prayer Breakfast.

USARECFm 1161, 1 Apr 98

Figure F-1. sample of a completed USAREC Fm 1161
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Appendix G
Chaplain Mentor Program

a. Chaplain mentor. A chaplain mentor is an
AD or Reserve Component chaplain who has
volunteered to offer counsel and guidance to
CH/CC applicants in their area. Because of the
geographic boundaries for which the CR are
responsible and the amount of time their avail-
ability is limited, the Chaplain Mentor Program is
necessary for a successful recruiting effort.

(1) Duties. The duties of a mentor can in-
clude, but are not limited to: Providing referrals,
helping set up CR visits and presentations, par-
ticipating in the recruiting effort at conferences
and school set-ups, establishing and building
rapport with prospects, taking an applicant to
MEPS, helping an applicant with gathering infor-
mation for the application process, being avail-
able to answer questions about serving as an
Army chaplain, and encouraging applicants
when they begin to lose patience in the process.

(2) Mentor responsibilities. All activities must
be coordinated with the CR prior to any commit-
ments or execution of the action. This is to
ensure that the CR is aware of all chaplain re-
cruiting activity within their recruiting zone. The
chaplain mentor must be neat, clean, and in the
appropriate uniform whenever performing mili-
tary duties.

b. CR responsibilities. All CR are responsible
for implementing the Chaplain Mentor Program
within their Rctg Bde.

(1) USAREC Fm 1162 (fig G-1). This will as-
sist the CR in managing the chaplain mentors in
their areas. It is designed for quick reference by
geographic area and the blocks on the form are
self-explanatory in their use.

(a) Identifying mentors. An effective Chap-
lain Mentor Program begins by identifying the
chaplains in the Rctg Bde area who are willing
and able to provide assistance with the recruiting
effort. The CR should request a directory of
chaplains within their Rctg Bde area from the
AR-PERSCOM Staff Chaplain (for USAR) and
the CCH (for AD) by 31 July each year. The CR
should make contact with each of these chap-
lains requesting their assistance in the recruiting
effort. The CR may use the sample Memoran-
dum of Understanding (MOU) (fig G-2) in con-
tacting potential mentors.

(b) Updating USAREC Fm 1162. USAREC
Fm 1162 will be updated whenever a new mentor
is identified and the CR receives back the MOU.
The CR should review the new directories ob-
tained in accordance with above and reconcile
them with their current roster. During the month
of August, the CR should attempt to make con-
tact with those chaplains who are new to their
Rctg Bde area. If a CR knows one of their
mentors is moving out of their Rctg Bde to an-
other, that CR should notify the gaining Rctg Bde
CR to continue using the mentor.

(c) Filing and disposition. The CR will initiate
anew USAREC Fm 1162 a maximum of every 3
years. The CR will maintain USAREC Fm 1162
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for the past 3 years within the CR’s Production
Management Binder. It is the CR’s responsibility
to keep the information current in accordance
with this appendix. The CR will destroy the old
forms when no longer needed. The MOU should
be kept in the office files as long as the individual
is operating as a mentor.

(2) Chaplain mentor compensation. The CR
is responsible for providing compensation to the
mentor as appropriate.

(a) ADSW. If funds are available, the use of
ADSW for the chaplain mentor is authorized.
The CR should check with the Rctg Bde resource
management personnel for further information
about ADSW.

(b) Retirement point credit. The chaplain
mentor is authorized retirement point credit for
most activities in support of the recruiting effort.
The CR is responsible for filling out the DA Form
1380 (see AR 140-185, fig 3-1 for instructions
and table 2-1, rules 9, 15, 17, or 25 for authori-
zation) for the chaplain mentor who performs the
duty.
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CHAPLAIN MENTOR ROSTER
(For use of this form see USAREC Reg 350-12)

STATE CITY NAME (Rank) HOME PHONE

WORK PHONE

AR Little Rock Lucas Roberts, CH (LTC) (222) 555-8888

(222) 555-6543

REMARKS:
Grad from Memphis Theo Sem; President of Ministerial Assoc.

CA San Jose Jordan Thomas, CH (1LT) (408) 556-6162

(408) 555-2616

REMARKS:
Recent grad of Golden Gate Seminary

KY Louisville Vernon Richardson, CH (CPT) (502) 555-5005

(502) 555-1234

REMARKS:
Seminary Professor at Southern

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

REMARKS:

USARECFm 1162, 1 Apr 98

Figure G-1. Sample of a completed USAREC Fm 1162

UPDATE ¢ USAREC Reg 350-12

43



Office Symbol Date

MEMORANDUM FOR (Name of Potential Chaplain Mentor)

SUBJECT: Memorandum of Understanding for Chaplain Mentor Program

1. As a chaplain in the United States Army Recruiting Command, 1st Recruiting Brigade area, | am asking you to assist us
in our recruiting efforts by serving as a chaplain mentor. A chaplain mentor is a chaplain who offers counsel and guidance to
chaplain and chaplain candidate applicants in their area. Because of the geographic boundaries for which | am responsible,
your service is needed for the Army to be successful in maintaining a strong and viable chaplaincy.

2. The duties of a mentor can include, but are not limited to: Providing referrals, helping set up recruiter visits and presenta-
tions, participating in the recruiting effort at conferences and school set-ups, establishing and building rapport with prospects,
taking an applicant to MEPS, helping an applicant with gathering information for the application process, being available to
answer questions about serving as an Army chaplain, and encouraging applicants when they begin to lose patience in the
process.

3. The rewards of serving as a chaplain mentor include both intangible and tangible benefits. The intangibles will become
very clear if you choose to join the Chaplain Mentor Program. The tangible benefits are retirement points and active duty for
special work, subject to funding. Contact me and | will provide you more information about these benefits.

4. The responsibilities of a chaplain mentor inciude coordinating all your activities with me prior to making any commitments
or executing any actions. This is to ensure that | am aware of all chaplain recruiting activity within my recruiting zone. Also,
the chaplain mentor must be neat, clean, and in the appropriate uniform whenever performing military duties. This is, and
will always remain, a totally volunteer activity and you may decline participation at any time and for any reason.

5. After you prayerfully consider this extension of your ministry and you determine that you would like to serve as a chaplain
mentor, | would ask that you sign the bottom of this memorandum, make a copy for your records and return the original to
me. This will serve as the Memorandum of Understanding between you and the 1st Recruiting Brigade. Upon receipt of this
signed memorandum, | will contact you and provide further information and training for any activities for which | may need
your assistance.

6. For further information do not hesitate to contact me at (XXX) XXX-XXXX, ext. XXXX or the Chaplain Recruiting Branch at
Headquarters, United States Army Recruiting Command, at 1-800-223-3735, ext. 6-0435.

YOUR NAME
CH (RANK), USA
Chaplain Recruiter

Statement of Understanding:

| agree to serve as a chaplain mentor for the United States Army Recruiting Command. | agree to abide by the duties
and responsibilities of a chaplain mentor as stated in the above memorandum. Additionally, | agree to submit any reports re-
lated to my chaplain mentor activities as requested by the chaplain recruiter. | understand that the work load of a chaplain
mentor is contingent upon the needs of chaplain recruiting and my availability. | further understand that | am a volunteer and
this Statement of Understanding can be withdrawn at any time by either party.

SIGNATURE DATE

Figure G-2. Sample MOU for Chaplain Mentor Program
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Glossary

Section |
Abbreviation s

AD
active duty

ADSW
active duty for special work

AR-PERSCOM
United States Army Reserve Personnel Com-
mand

CCH
Chief of Chaplains

CH/CC
chaplain and chaplain candidate

CHOBC
Chaplain Officer Basic Course

COl
centers of influence

CR
chaplain recruiter

DA
Department of the Army

DACH
Department of the Army Chaplain

DAT
drug and alcohol test

HIV
Human Immunodeficiency Virus

HQDA
Headquarters, Department of the Army

HQ USAREC
Headquarters, United States Army Recruiting
Command

LRL
lead refinement list

MEPS
Military Entrance Processing Station

MOU
Memorandum of Understanding

PDR
prospect data record

PR
performance review

PS
prior service

QcC

quality control

Rctg Bde
recruiting brigade

RE
reentry eligibility

RSID
recruiting station identification

S3
Operations Officer

SSN
social security number

SY
school year

TPU
troop program unit

USAR
United States Army Reserve

USAREC
United States Army Recruiting Command

VIP
very important person

Section Il
Terms

applicant

Person who applies voluntarily for commission-
ing as a CH/CC and is found eligible for further
processing after completing the applicant work-
sheet.

blueprinting

Information about a lead that is known or ob-
tained and documented for the purpose of estab-
lishing the order of contact and to assist in estab-
lishing rapport once contact is made.

chaplain

An ordained member of the clergy from a Depart-
ment of Defense recognized faith group, who has
completed 90 semester hours of graduate-level
education in theology, and provides religious
support to soldiers.

chaplain candidate

A graduate-level theological student or graduate
commissioned in the USAR in the grade of sec-
ond lieutenant, who is enrolled in an Army train-
ing program to prepare for the U.S. Army chap-
laincy.

chaplain mentor

An AD or Reserve Component chaplain who has
volunteered to offer counsel and guidance to
CH/CC applicants in their area. The United
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States Army Reserve Command CH/CC Mentor
Program will guide their activities.

ecclesiastical approval

Approval provided to a theology student from
their faith group headquarters to serve as a
chaplain candidate.

ecclesiastical endorsement

An endorsement provided to a member of the
clergy from a faith group headquarters, that is
recognized by the Armed Forces Chaplains
Board, allowing the individual to serve in the
military as a chaplain representing that distinc-
tive faith group.

faith group

Any religious body or group, voluntarily united in
practice of their faith, by commonly held distinc-
tive religious convictions and mutual adherence
to doctrines requiring worship separate from
other religious groups, either as a matter of regu-
lar practice or by preference.

ordained

Appointed or conferred per the ceremonial ritual
or discipline of a faith group, church, religious
sect, or organization established on the basis of
the community’s doctrine and practices of a re-
ligious character, to preach and teach the doc-
trines of such faith group, church, sect, or organi-
zation, and to administer the rites and ceremo-
nies in public worship.

reentry eligibility codes

Codes that are assigned soldiers who do not
immediately reenlist at the last duty station to
which assigned. The purpose of these codes is
to inform the CR of the prospect’s eligibility to
reenter the service.
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